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THE NECESSARY FACTS 
 
Welcome to the MindBodySpirit Festival Exhibitor Manual. This folder will become your best friend over the 
next few months. Treat it well, complete its requests and ensure you introduce it to all other people involved 
in the show. 
 
Then you will:  Avoid costly delays 
   Receive your services promptly and accurately  
   And enjoy a successful and productive Festival 
 
FESTIVAL HOURS 
 
Dates Times 
Friday 18 November 2011 10.00am – 7.00pm 
Saturday 19 November 2011 10.00am – 7.00pm 
Sunday 20 November 2011 10.00am – 7.00pm 
 
Move In - For more information turn to page 11 
Remember to book in your move in time with Agility. 
 
PRE-BUILT STANDS (shell Scheme) 
Dates Times 
Thursday 17 November 2011 12.00pm – 8.00pm 
 
Move Out – For more information turn to page 12 
Dates Times 
Sunday 20 November 2011 7.30pm – 11.00pm 
N.B The venue needs to be vacated by 11.00pm Monday 21 November 2011. 
 
MindBodySpirit Team Contact Details 
 
Prior to the Festival (up to Wednesday 16 
November 2011) 

During the Festival (18 – 20 November 2011) 

Exhibitions and Events Australia Pty Ltd 
Level 1, 1 – 9 Derrick Street 
KEW VIC 3101 
Tel: 03 9276 5555 Fax: 03 9855 2916 
E-mail: mbsfestival@eea.net.au 
Website: www.mbsfestival.com.au 
 

Festival Show Office 
Entrance 1, at the Melbourne Convention and 
Exhibition Centre, 2 Clarendon Street 
Southbank. 
Tel: 03 9235 8847                                     
 

Contacts: 
Jane Ford – Managing Director 
Claire McGillivray – Festival Co-ordinator 
Briarna Fouche – Festival Co-ordinator 
Tracy King – Festival Sales Manager 
Jodie Murray - Festival Sales Manager 
Lyn Middleton – Accounts Manager 

Contacts: 
Jane Ford – Managing Director 
Claire McGillivray – Festival Co-ordinator 
Briarna Fouche – Festival Co-ordinator 
Tracy King – Festival Sales Manager 
Jodie Murray - Festival Sales Manager 
Lyn Middleton – Accounts Manager 
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LIST OF CONTRACTORS 
 
Accommodation & Travel 
LIDO Accommodation 
PO Box 906,  
ROZELLE, NSW 2039 
Tel: 02 8585 0853  TOLL FREE: 1800 817 339 
Fax: 02 8585 0802 
Email:  Kimh@lido.com.au  
Website: www.lidoac.com  
Contact:    Kim Huynh 
 
Electrical/Lighting/Power 
ExpoNet 
P.O Box 120 
SYDNEY MARKETS, NSW 2129 
Tel: 02 9645 7000 Fax: 02 9645 5300 
Email: magdalena@exponet.com.au  
Website: www.exponet.com.au  
Contact:  Magdalena Jablonski 
 
Forklift Hire/Freight Transport 
Agility Fairs & Events Logistics Pty Ltd 
Tel: 02 8755 8899 Fax: 02 9642 6899 
Email: dstubbs@agilitylogistics.com 
Website: http://www.agilitylogistics.com 
Contact:  Dianne Stubbs 
 
Furniture Hire /Plants/Flowers 
ExpoNet 
P.O Box 120 
SYDNEY MARKETS, NSW 2129 
Tel: 02 9645 7000 Fax: 02 9645 5300 
Email: wendy@exponet.com.au   
Website: www.exponet.com.au   

Contact: Wendy Barrell  
 
Rigging 
Clifton Productions Pty Ltd 
Tel: 03 9416 6844 Fax: 03 9484 8166 
Email: NIC@cliftonproductions.com.au 
Website: www.cliftonproductions.com.auu   
Contact: Nic Cochrane 
 
Security 
Australian Security Services Pty Ltd 
PO Box 128,  
THE BASIN, VIC 3154 
Tel: 03 9761 3433 Fax: 03 9762 4316 
Email: info@aussecurity.com.au  
Contact: Garry Price 
 
Stand Builder 
ExpoNet 
P.O Box 120 
SYDNEY MARKETS, NSW 2129 
Tel: 02 9645 7000 Fax: 02 9645 5300 
Email: peter@exponet.com.au   
Website: www.exponet.com.au  
Contact: Peter May 
 
Venue Exhibitor Services – Water/Compressed 
Air, Communications, Catering 
Melbourne Convention and Exhibition Centre 
2 Clarendon Street 
SOUTHBANK, VIC 3000 
Tel: 03 9235 8110 Fax: 03 9235 8121 
Email: exservices@mcec.com.au  
Website: www.mcec.com.au

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



18 - 20

Rate $355.45+ GST
Corner Loading +10%
Public Liability Cover $115 For all enquiries please contact 03 9276 5555

  Floorplan correct at 13/07/2011 r4

Floorplan subject to change

2011 rates per sq m

COOKING
STAGE

WASH AREA
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Melbourne Convention and Exhibition Centre 

 
 
 
 
 
 
 
 
 
Transport Options to the Festival 
 
The Melbourne MindBodySpirit Festival is located in Door 1, at the Melbourne Exhibition Centre, 2 Clarendon 
Street Southbank. 
 
By Trams 
Trams stop outside the Melbourne Convention and Exhibition Centre. They run every 6 - 12 minutes during 
peak times (Peak Hours: 7am – 9am and 4pm – 6pm) and every 10 - 12 minutes between 9am – 4pm. 
 
No 112, 96, 109 travel along Claredon Street from South Melbourne, Port Melbourne and St Kilda and service 
the CBD via Collins and Bourke Street. 
No. 70 runs along Flinders Street stopping on the North side of the Melbourne Convention Centre. 
 
By Taxi 
Taxis are located at the Melbourne Convention and Exhibition Centre, Crown Entertainment Complex and 
Flinders Street Station. 
 
By Train 
Southern Cross Station is just a short stroll from the Melbourne Convention and Exhibition Centre. 
Dandenong Frankston, Belgrave and Lilydale lines run every 15 minutes to Southern Cross and Flinders 
Street Stations. St Albans, Williamstown Werribee, Upfield, Epping and Eltham lines run every 20 minutes to 
Southern Cross and Flinders Street Stations. 
 
 
 

World Trade Centre Car Park

MEC Basement Car Park Site X Exhibitor 
Car Park  

Freeway Car Park 

  SITE X EXHIBITOR CAR PARK – Enter via corner of Montague and Munro Streets.

FREEWAY CAR PARK – Enter via Munro Street under the Westgate Bridge. 

WORLD TRADE CENTRE CAR PARK – Enter via Siddeley Street 

MEC CAR PARK – Enter via Normanby Road 
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Accommodation and Travel 
The Lido Group, our preferred travel agent, offers discount accommodation to exhibitors as well as visitors. 
They offer a range of styles of accommodation located just minutes from the venue. For more information or 
to make a booking click here http://www.lido.com.au/calendar_online/default.aspx?cid=rlna5e7e9100 
 
Aisles as clearways 
The aisles are public walkways. These cannot be used to display goods or to approach visitors. If 
demonstrating your product, place your display counter at least 1 metre back from the front of your stand, to 
avoid crowds obstructing the aisles. 3 metre clearance in all aisles is required at all times. Exits and 
emergency equipment also must not be obstructed. 
 
Amplification 
Any amplification cannot interfere with adjacent exhibitors. Level of interference is at the discretion of the 
Exhibition Manager. 
 
Animals 
Animals and pets are not permitted on stands or within the venue without prior permission in writing from the 
Melbourne Convention and Exhibition Centre. Contact Venue Services on 03 9235 8110. 
 
Audio Visual Equipment 
ExpoNet stocks an excellent range of audio visual hire equipment. For further information visit 
www.exponet.com.au or contact Wendy Barrell on 02 9645 7000. 
 
Balloons 
Should you wish to use helium balloons during the show, you must notify the Melbourne Convention and 
Exhibition Centre. If your balloons take a joy flight, a $300.00 (ex GST) retrieval fee applies and will be 
passed onto the exhibitor. 
 
Café/Kiosk Hours 
There will be one café located at the rear of the hall. During move in exhibitors have use of the café in the 
foyer of the Exhibition Centre. Each show day the café inside the hall will be opened from 10.00am till 6.30pm 
with vegetarian food and soy milk available for purchase. Keep in mind that no food or beverages can be 
brought into the venue except in the case of permitted sampling, which must be approved by the Melbourne 
Convention and Exhibition Centre. 
 
Café Account Card 
The Melbourne Convention and Exhibition Centre offers exhibitors a café account card to purchase food and 
beverages from the café. Exhibitors are to nominate the credit limit for the account, provide credit card details, 
or a cheque for the amount of credit required, fourteen days prior to move in. The suggested number of 
Account Cards per stand is two, and these can be collected from the Exhibition service desk during move in. 
To order your account card refer to page 54. 
 
Car Parking 

 



 

MindBodySpirit Festival 18 – 20 November 2011, Melbourne Convention and Exhibition Centre 9

 
 

 
 

 
 
 
 



 

MindBodySpirit Festival 18 – 20 November 2011, Melbourne Convention and Exhibition Centre 10

 

 
 

 
 
Please note that the Melbourne Convention and Exhibition Centre and its car parks are areas where City of 
Melbourne parking infringements apply. 
 
Care of Building 
You are not permitted to paint, nail, staple, screw or glue to any floor, pillar, ceiling or wall within the 
Melbourne Convention and Exhibition Centre. Plastic sheeting must be first placed on the floor where turf, 
woodchips etc are used in the display. Materials used in the stand construction should not cause dampness, 
staining, be readily ignitable or be capable or emitting toxic fumes should ignition occur. Heavy duty ground 
sheets must be used if sand, soil or woodchips are to be unloaded on the dock area. Material must be heaped 
outside, adjacent to the loading dock doors but clear of traffic. 
 
Carpet 
The aisles will be carpeted with charcoal coloured carpet prior to move in.  All stands will be carpeted in a 
blueberry colour. 
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Catering 
The Melbourne Convention and Exhibition Centre have the sole catering rights for all food and beverages. 
Unauthorized catering goods or alcohol mustn’t be smuggled into the building. Exhibitors wishing to serve 
alcohol from their stands must purchase through the venue and comply with the liquor licence regulations in 
VIC. All catering orders should be finalized two weeks prior to the exhibition to ensure delivery. The 
Melbourne Convention and Exhibition Centre offers exhibitors a range of food and beverage services ie. 
Stand catering and/or café account cards. Indicate your requirements by filling in the catering form page 53 
onwards. To obtain more information on catering (including stand catering and wine lists) contact Exhibitor 
Services at the Melbourne Convention and Exhibition Centre on 03 9235 8110 or exservices@mcec.com.au  
 
Cleaning of Stands 
The Exhibition aisles will be vacuumed daily. Any items placed in the aisle during move in or during the 
exhibition will be deemed rubbish and removed.  
 
Compressed Air 
There are service pits for compressed air in the floor of the Exhibition Centre. Unfortunately not every stand 
has access to a pit, so before ordering please check your stand location with us. 
Each service pit has one compressor capable of producing 50 litres/second. Connections must be via 
pressure rated airlines. Regulators must be provided by a qualified installer. Should instrument quality air be 
required driers must be supplied after the pit connection by the exhibitor. 
If you require this service contact Exhibitor Services at the Melbourne Convention and Exhibition Centre on 
03 9235 8110 or exservices@mcec.com.au 
 
Electrical Requirements  
You are reminded that all electrical must be tested and tagged, refer to page 17 (OH&S Section). 
Lighting 
Your stand will require lighting, in addition to house lighting, to highlight special features within your stand 
area. 1 spotlight per 9m2 is already in your stand package. 
The rule is one spotlight per 9m2. To place an order for more, refer to page 35. 
Lighting and power to your site may mean there is a power box located on your stand, so thought should be 
given to its concealment. Closer to the show you will be notified if a power box will be located on your stand. 
All lighting needs to be at least 2.2 metres above floor level, for public safety and any variations must have 
prior approval from the venue. There are no overhead centenary wires, so consider how you will incorporate 
lighting into your stand display, or contact Nic Cochrane at Clifton Productions on telephone 03 9416 6844 for 
information and quotes on rigging. 
Stand lighting will be wired separately to stand power. All stand lighting will be switched off at the close of 
each day and turned on prior to the show opening each day. 
All portable light fittings used in the centre are required to have a Certificate of Approval or suitability from an 
Australian or New Zealand Electrical Safety Regulator. 
For more information contact Magdalena at ExpoNet on 02 9645 7000. 
 
Power points 
One 4amp power point is included in your stand package. Should you require extra power points on your 
stand, complete the Lighting & Power Order Form on page 35.  Exhibitors should be aware that if they have 
their own electrical contractor, bulk power supply to the stand MUST be ordered through the official contractor 
ExpoNet. For more information contact ExpoNet on 02 9645 7000. See the below descriptions of power 
points available; 
4A (1000w) power point – Use for light equipment only such as laptops, phone charger, cabinet with light, 
P’C, bar fridge, eftpos machine, and small lighting. 
10A (2400w) power point – Use for multiple small items such as 2 or more PC’s or laptops, singular Plasma 
screen, coffee bean grinder, small machinery and fridge’s.   
15A (3600w) power point – Use for coffee machines, commercial fridges, and multiple smaller items. 
Remember if in doubt check your equipment running load (this will be marked in watts) if you have multiple 
items don’t exceed the operational load of the power point i.e. 3600w. 
 
Exhibitor Badges 
To order your exhibitor badges, please complete the online form available from www.mbsfestival.com.au 
under the Exhibitor Tab. This form needs to be completed by 17 October. Your total stand area determines 
the number of badges you can order.  Refer to your contract to check your stand size. 
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Area of Stand    Badges 
 Up to 6sqm    6 
 Up to 12sqm    8 
 Up to 15sqm    10 
 Up to 20sqm    12 
If the number of badges is not sufficient for your needs, contact Claire McGillivray on 03 9276 5501 before 17 
October.  A roster must be provided if you require more than 12 badges. A fee of $8.00 per badge will be 
charged if badges are made up on site.  
 
Collection of Badges 
Collected from the festival show office on Thursday 17 November.  
Badges will be pre-printed for your staff working on your stand. This badge must nominate the company and 
the employee’s name. These badges are not transferable, and must be used by you and your staff to gain 
access to the festival. Security will prohibit visitor access using exhibitor badges. 
Please note: Exhibitor badges cannot be issued until all outstanding monies for exhibiting have been 
paid. This includes stand payments and incidentals such as Public Liability. 
 
Exhibitor Lounge 
Stand staff have access to the exhibitor lounge, located in Hospitality Suite 1.101. Limited tea/coffee facilities 
will be provided. Smoking is not allowed in the lounges or anywhere in the venue. Exhibitors are encouraged 
to purchase at the café area and retire to the privacy of the Exhibitor Lounge. This will also maximize seating 
for visitors within the café. If you wish to order a café account card refer to page 54. 
 
Exhibitor Cocktail Party  
All exhibitors are invited to the Cocktail Party, held on Saturday 19 November at the Performance Stage from 
7.20pm – 8.20pm. It’s a great way to network with your neighbours and enjoy a drink and nibbles.  
 
Fire Risk 
The use of readily flammable material in stand construction, such as crepe paper, corrugated cardboard, 
straw, untreated hessian, polystyrene or PVC sheet (except on floors as a protective membrane), is strictly 
prohibited without the express approval of the Melbourne Convention and Exhibition Centre. Likewise no 
fabric will be allowed unless a fire retardant has been applied and is approved by the organiser. For more 
information on where to purchase such fire retardants refer to page 26. 
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 - (documented proof of such must be provided) 

 
Where your stand has a ceiling or canopy: 

• The material used must be flame-proof (documented proof of such must be provided) 
• You must have a fire extinguisher and smoke detector on your stand 
• You must have prior approval from the organiser 

 
Where your display features a naked flame (i.e. gas appliance, candles etc.) 

• Proposals for the use of naked flames on stands must be submitted to us by 17 October 2011 
• A safety barrier must be provided and a stand attendant must be present on the stand at all times 
• A fire extinguisher, clearly visible and accessible to visitors, must be kept on your stand 
• No flammable material shall be within one metre of the flame 
• Flames must be extinguished 15 minutes prior to the stand being vacated at the end of each day 

 
Where you are involved in cooking demonstrations: 

• You are required to have a fire extinguisher and fire blanket, clearly visible, on your stand 
• If your stand (and therefore your cooking equipment/flames/heat) is within reach of visitors, you must 

satisfy us that visitors are safe and without risk to their health and safety (ie consider using Perspex 
shields) 

• All cooking taking place on a stand requires pre-approval from the venue. Contact Exhibitor Services 
on 03 9235 8110 
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Where you are using LP Gas bottles: 
• You must advise us prior to the show 
• LP gas appliances must be tested by a licensed gas fitter and tested for leaks before use 
• Exposed gas pipes must be adequately protected from damage 
• Cylinders and all connections to the cylinder must be protected at all times 
• Cylinders protected by fire-proof covering at all times (fire blanket) 
• MCEC cannot supply any case cages for storage gas bottles on the loading dock. If you require a 

storage case for gas bottles please let Exhibitions and Events Australia know.  
 
Lighting on stands: 

• All lighting must be at least 2.2m above floor level (or barricaded/mechanically protected) to prevent 
accidental burning by visitors, to Venue satisfaction 

• Must have appropriate certificate of Approval (meet Australian Standards) 
• Must be covered with toughened glass lens (this is to stop lights exploding and starting fires (eg 

Halogen tubes). If the exhibitor can demonstrate that this will not be a problem, then the venue will 
approve it 

• Must be switched off prior to leaving each night 
 
Where you have any electrical equipment on your stand: 

• No double adaptors - use only power boards 
• All portable electrical equipment, appliances and leads used must be tested & tagged in accordance 

with Australian Standard 3760-1990. Any electrical equipment found to be untagged MUST be tested 
and tagged or removed. To book testing and tagging, contact: 

ExpoNet 
P.O Box 120 
SYDNEY MARKETS, NSW 2129 
Tel: 02 9645 7000 Fax: 02 9645 5300 
Email: magdalena@exponet.com.au  
Website: www.exponet.com.au  
Contact: Magdalena 
PLEASE NOTE: Our Official Electrical Contractor may be asked to inspect the lighting and electrical 
equipment on your stand for compliance. 
  
Food and Beverage Samples 
The Victorian State Government Food and Liquor regulations that cover the distribution of food, beverage and 
tobacco products will continue to be applied to all events held at the Melbourne Exhibition & Convention 
Centre. 
 
The MCEC has exclusive rights for the sale and distribution of all food, drink or tobacco. No exhibitor or 
person shall distribute, sell or give away any item or food, drink or tobacco without the prior written approval 
of the MCEC. This needs to be submitted in writing to exservices@mcec.com.au  
 
Generally, MCEC management will not object to the distribution by exhibitors of food items used as a means 
of demonstrating any product manufactured or supplied by the exhibitor, formatting part on an exhibition. 
However the sale of such products is not permitted. 
As a rule, guidelines for the distribution of sample servings of food or beverages are as follows: 

• All exhibitors wishing to distribute food or beverages must register a temporary food premises with 
the Melbourne City Council 

• Samples must be given away free of cost 
• Such samples must be items that registered exhibitors wholesale in the normal conduct of their 

business or are produced by equipment used in the normal conduct of their business 
• Exhibitors must obtain a Limited Liquor License from the Office of Director of Liquor Licensing in 

Victoria if they wish to provide alcoholic samples 
• Sample portions must be of a tasting style and size only – no larger than 50ml or 50 grams  
• Sampling of alcoholic products can be conducted in the licensed area only 
• Extra cleaning charges incurred through spillage or the removal of food or wet waste will be the 

responsibility of the Exhibitor 
IMPORTANT NOTE: Beverage products are considered by the Melbourne City Council to be foodstuff when 
dealing in the context of food handling and safety and the insurance of temporary food premise licensing. The 
MCEC has an expectation that all exhibitors will contact the Melbourne City Council in advance of their event 
to determine the Food Safety and Handling requirements for their beverage product(s). For further information 
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and to obtain a registration please the City of Melbourne on 03 9658 8831. Any exhibitor selling, sampling or 
serving any form of food must gain approval from the City of Melbourne by completing a Notification to 
Operate a Temporary Food Premise Form. This can be found on www.mbsfestival.com.au or by phoning 03 
9658 8831.  
 
Freight Transport 
For quotes on freight transport complete the freight transport order form on page 38 or alternatively contact 
Dianne at Agility on 02 8755 8899. 
 
Furniture Hire 
An extensive range of furniture and shelving is available for hire from ExpoNet. You may bring your own 
furniture and fittings to the Festival. Refer to the ExpoNet website www.exponet.com.au or phone 
02 9645 7000. 
 
Goods removal 
Any product being removed by an exhibitor during the operation show hours should be logged out and taken 
from the building via the show office. Security will not allow anyone to carry out any goods through the loading 
or entry/exit doors. 
 
Goods Sold 
Exhibitors selling any item during the Festival must issue a receipt to the buyer to enable the goods to be 
taken out of the building. The receipt is required to state the exhibitor’s name, stand number and the value of 
the item(s) purchased. This should be presented to the door security upon leaving and is your security against 
theft. Food and/or beverage sales for immediate consumption are strictly prohibited.  
 
High Visibility Clothing 
Due to an increased awareness from WorkSafe Victoria, it is now mandatory for all exhibitors during move in 
and move out, to wear approved safety vests at all time. Exhibitors and contractors will not be allowed entry to 
the exhibition during move in and move out unless safety vests and closed toe shoes are worn. Contact your 
event organiser for further details. All exhibitors must be wearing closed toe shoes during move in and move 
out also.  
 
Insurance – Goods 
Exhibitions and Events Australia Pty Ltd does not have an insurance policy that covers exhibitor’s goods. You 
are therefore advised to extend your existing Property Insurance Policy to cover loss of stock and display 
equipment due to theft or damage. 

Insurance - Public Liability **Compulsory to Exhibit** 
Exhibitors are required to ensure that their Public Liability Insurance cover is for a minimum of $10M limit of 
indemnity. This refers to damage or injury caused to third parties/visitors on or in the vicinity of your exhibition 
stand. Ask your insurance broker to provide a certificate of currency as per example below, ensuring that it 
covers move in, show days and move out. 
Fax your “Certificate of Currency” to Exhibitions and Events Australia on 03 9855 2916 ASAP.  If we 
haven’t received your Certificate of Currency by Wednesday 9 November you will be automatically invoiced 
the fee of $105.00 and covered for the duration of the event by AON Risk Services. 
Sample (On Insurance Broker’s letterhead) 
 

CERTIFICATE OF CURRENCY 
 
Insured:    ABC Company Pty Ltd (the exhibitor) 
Type of Policy:   Combined Public and Product Liability (for example) 
Situation:    Australia wide or world wide (for example) 
Sum Insured:   $10M limit of indemnity (minimum) 
Period of Cover:   30 Jan 2011 – 30 Jan 2012 (your policy dates) 
Insurer:    XYZ Insurance Company 
Policy Number:   XX-YY-123123 
Signed:    Insurer’s signature 
Dated:    today’s date 
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LP Gas Cylinders 
The organisers and the venue need to know if you intend to have any LP Gas cylinders on your stand. To use 
gas cylinders or appliances exhibitors must have approval from the Venue Building Services Department. 
 
Gas Usage/Storage 
General guidelines are: 
• All installations must comply with all state and federal statutory regulations and current Australian Standards 
covering installation, dangerous goods and equipment. 
• The installation and connection is to be carried out by an installer licensed to carry out such work. 
• Storage cylinders are not to exceed 45kg so that they can be manually relocated. The quantity stored is to 
be limited to an amount reasonably required for the exhibition. 
• Cylinders and connections are to be protected from accidental damage and impact. 
• Authorised personnel only are to operate control devices. 
 
The cylinders have to be removed from the building overnight, and the re-connection must be checked for 
leakage every morning. 
If you intend to bring a gas cylinder to the show, contact Claire McGillivray on 03 9276 5501 for further details. 
See also page 18 in the OH&S section of this manual.  

Lottery Permits 
If you wish to hold a competition on your stand with a prize value exceeding $5,000 a permit is required. For 
more information and to apply for a permit, call the Minor Gaming unit, PO Box 1988R, Melbourne Phone: 03 
9561 3630 or visit www.vcgr.vic.gov.au. This permit can take up to 30 days to obtain. 

Move In 
ALL STANDS –  
Dates       Times 
Thursday 17 November 2011   12.00pm– 8.00pm 
 
NO FLATBED OR UP UPRIGHT TROLLEYS WILL BE ALLOWED ON THE CONCOURSE DURING MOVE 
IN. ONLY HAND CARRY ITEMS WILL BE ALLOWED THROUGH THE FRONT DOOR. 

Aisle Clearways 
Certain aisles through out the venue, indicated by signage, will be nominated as Clearways. These aisles 
must be kept clear of all product and rubbish, including stand building materials, to allow easy access for 
forklift and traffic. For more Health & Safety information refer to the OH&S Section (page 16). 

Deliveries 
Deliveries cannot be made to the venue prior to Thursday 17 November. The organisers and the venue are 
unable to take delivery of goods, packages or other materials on behalf of exhibitors.  Nor will the organisers 
accept responsibility for the safety or well being of any such items on or delivered to the site in the absence of 
the exhibitor. 
When addressing parcels or goods to the exhibition include all information as per the example below: 
Company Name 
Contact Name 
Mobile Number 
Stand Number  
MindBodySpirit Festival Melbourne November 2011 
Roller Door 1, Melbourne Convention and Exhibition Centre, 2 Clarendon Street, Southbank 

Forklift 
1 FOC lift will be available during move in and move out. Any subsequent fork lifting required by the exhibitor 
will cost $27.50 a lift. Refer to page 38 to make a booking. Forklifts cannot be transferred between move in 
and move out.  
  
Loading Dock 
The Melbourne Convention and Exhibition Centre (MCEC) loading dock is only for loading and unloading. 
Entrance is off Normanby Road. No goods will be accepted on behalf of exhibitors by the Melbourne 
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Exhibition and Convention Centre. Goods must not be sent to the loading dock before the scheduled time for 
the move in of your exhibition and must be collected by the official move out time. 
There is no storage for exhibitors at the Melbourne Exhibition and Convention Centre. Parking is strictly 
prohibited in the MCEC loading dock and further parking along Siddely Street and Wilson Car Park. All cars 
entering the loading dock will be issued with a 15 minute unloading permit. Advise loading dock staff if a 
longer time is required. Parking infringements will be issued by authorised offices of the City of Melbourne if 
loading procedures are not followed.     
 
Melbourne City Council Health Regulations 
If unpacked food is to be given away, openly stored, displayed or handled, the following facilities and services 
need to be provided. 

• Hand basin with hot and cold water and soap 
• Separate sink with hot and cold water for washing serving instruments or utensils 
• Washable impervious floor and walls where food preparation or cooking is taking place 
• Stand must be located with access to the appropriate service pit if water and drainage are required 
• Refrigerated display and/or storage cabinet if food is perishable 
• Food should be protected from contamination by glass Perspex screenor “sneeze” guards, and trays 

with fitted covers should be used 
• Condiments such as sauce, mustard etc are to be contained in squeeze type dispensers or in 

individually sealed packets 
• All eating and drinking utensils must be disposable e.g. Paper cups, plastic spoons, plastic wine 

glasses etc, and must not be re-used 
• Bins must be provided and placed in suitable locations by exhibitors offering food. Such receptacles 

must be located at or near the stand and the contents shall be disposed of in a manner approved by 
centre management 

• Extra cleaning charges may be imposed for the disposal and cleaning of wet waste, grease and oils 
• COOKING OF FOOD ON STAND: 

Cooking of food on a stand is discouraged. However each case will be considered on its merits in 
conjunction with the type and quality of food being cooked, the methods used for cooking and the 
removal of any cooking odors. Early consultation with your Event Manager is required, with written 
approval from Centre Management.   

Naked Flames / Candles 
Flames must be situated so that members of the public cannot come into contact with the flame, or any 
surface which could burn the person or ignite their clothing: 
 

• Proposals for the use of naked flames on stands must be submitted to the venue 30 days prior 
to the Festival 

• A fire extinguisher – clearly signed – shall be kept on the stand, in a position accessible to the 
general public 

• Under no circumstances can the stand be left unattended when the flame is alight 
• Flames shall be extinguished 15 minutes prior to the stand being vacated at the end of the day 
• Any flammable material must be treated with fire retardant spray. This includes material, 

tablecloths etc 

Scheduling - Loading Dock 
The move in schedule will be rostered and co-ordinated by Dianne at Agility, two weeks prior to opening of 
the Festival. To arrange your move in time for the unloading of goods fill out the online form at 
www.mbsfestival.com located under the exhibitor tab.  Provide Agility with details of all machinery and 
products that will be brought on site. Carriers must be at the loading dock on time or forfeit their place in the 
queue. Carriers arriving early will be turned away and advised to return at their allocated time. It would be 
appreciated if all arriving at the loading dock could respect and listen to Agility and the dock controllers as 
they are there to assist the smooth flow of traffic.  
Agility will also take care of your forklift, storage and freight requirements. 
 
Trolleys 
Trolleys will be available free of charge from the Agility Service desk inside the Hall. You will be required to 
leave a security deposit, refunded upon return of trolley. 
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Move Out 
All products must be completely removed from stands, by 11.00pm Sunday 20 November 2011. 
The responsibility for the security of goods during move out rests with each exhibitor. A staff member should 
be present on your stand at all times to maintain security. Your stand must be dismantled before your truck 
arrives at the loading dock door.  
 
NO FLATBED OR UP UPRIGHT TROLLEYS WILL BE ALLOWED ON THE CONCOURSE DURING MOVE 
OUT. ONLY HAND CARRY ITEMS WILL BE ALLOWED OUT THE FRONT DOOR.  
 
All goods and stand materials MUST be removed from the building by 11.00pm on Sunday 20 November 
2011.   
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Exhibitor Occupational Health & Safety Manual 
 
A Commitment to Occupational Health and Safety 
 
Exhibitions and Events Australia Pty Ltd (EEA) is committed to ensuring that our exhibitions are a safe 
environment for our staff, exhibitors, contractors and visitors.   
 
Exhibitions and Events Australia Pty Ltd considers that accidents, injuries and incidents can be prevented 
through appropriate management and planning and accordingly we have developed polices and procedures 
that aim to protect the health and safety of all. 
 

Exhibitor Health and Safety Policy 
It is the policy of Exhibitions and Events Australia Pty Ltd to seek the co-operation of Staff, Exhibitors, 
Contractors, Venues and Visitors to ensure that highest standards of Health and Safety are maintained. 

Exhibitions and Events Australia Pty Ltd and our respective venue partners have a responsibility, within the 
scope of their policies, to maintain safe-working practices at all times. This responsibility includes the practice 
by which Exhibitions and Events Australia Pty Ltd reminds exhibitors and contractors of their own 
responsibilities for safe work practices and compliance with relevant legislation while participating in an 
Exhibitions and Events Australia Pty Ltd exhibition. 

As an exhibitor, contractor or agent you have a duty under Occupational Health and Safety Legislation to 
ensure that your employees, agents or personnel contracted by you are aware of their own responsibilities for 
health and safety and for complying with health and safety procedures, rules and safe systems of work. This 
includes the provision of information, training and supervision to employees, agents or contracted personnel 
to ensure the safety of themselves and of others whilst participating in an EEA exhibition. 

Where hazardous substances are used, handled or stored at an Exhibitions and Events Australia Pty Ltd 
event, under Occupational Health and Safety Legislation, all exhibitors and contractors are required to carry 
out an assessment of the activities involving the use, handling and storage of those hazardous substances 
within the workplace.  Accordingly, EEA will undertake an assessment of how any substances used, handled 
or stored at any exhibition may affect others and if precautions are needed, to ensure that they are put into 
place. 

As an exhibitor at an EEA event, you are required to have in your possession, and to produce if 
requested during the exhibition: 

• Your Occupational Health & Safety Policy 
• A copy of the Health & Safety Policy document of each contractor employed by you 
• A Certificate of Currency for your Work cover Policy 
• A Certificate of Currency for your Public Liability Policy (at least $10 million) 

 
This manual lists some of the principal areas that need to be brought to your attention.  Ensure that all 
contractors and staff working on your stand read this document and understand their responsibilities. If you 
have any queries, contact Jane Ford on 03 9276 5555, or your show team. 
 
Occupational Health and Safety is everyone’s responsibility. 
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Guidelines - Exhibition Health and Safety Matters 
 

The following guidelines outline specific work practices that will contribute to a safe exhibition environment.  
These guidelines are not intended to be exhaustive nor are they a substitute for or a replacement of 
contractors or exhibitors own Occupational Health and Safety Polices and Procedures.   

 

It is the responsibility of the exhibitor, contractor and/or agent to comply with the requirements of 
Occupational Health and Safety Legislation, Health and Safety Regulations, other applicable rules and 
regulations and work practices.   

Aisles and Aisle Clearways 
• Aisles are public walkways and must not be used to display goods or to approach visitors 
• When conducting product demonstrations on your stand, you must place your demonstration 

counter at least one metre back from the front of your stand, to avoid crowds obstructing 
aisles 

• Exits and emergency equipment must not be obstructed 
• Aisle ways and fire exits should be clear of general waste and packaging materials, this 

includes the period during move in and move out 
 

Absolutely NO CHILDREN in the halls during move in and move out 

Fire Risk 
• The use of readily flammable material in stand construction, e.g. crepe paper, corrugated 

cardboard, straw, untreated hessian, polystyrene or PVC sheet 1 is prohibited unless you 
have venue approval (refer to Exhibitor Manual)  

• Where sawdust, tan bark or wood chips (of reasonable size) is used to decorate floors, a 
protective membrane must be laid first and the chips kept slightly moist at all times 

Stand Construction & Design 
• Proper scaffolding must be used during the construction of any building within the venue hall.  
• Ensure that all safety features of the scaffolding are adhered to as per applicable regulations, 

and that any tower scaffold in use is properly stabilised and propped 
• Materials used for stand construction or display purposes must conform to the Building Code 

of Australia and be: 
Á Of non-combustible material 
Á Of inherently non flammable materials 
Á Use flame-proofed fabric – (documented evidence of such must be provided) 

Where your stand has a ceiling or canopy: 
Á The material used must be flame-proof (documented proof of such must be 

provided) 
Á You must have a current/valid fire extinguisher and smoke detector on your 

stand 
 

• The Venue requires that stands are open for visual inspection at all times. No stands are to 
be enclosed by any fabric or material at any time 

 
See Page 24 for stands that require approval from Venue management 

Lighting on Your Stand 
• Lighting must be industry-approved:  HPM Series 600, 500W are available from all leading 

lighting and hardware suppliers 
• All lighting must be at least 2.2m above floor level or protected in an approved way to 

prevent accidental burning 

                                                 
1 Except on floors  as a protective membrane 
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• High-powered lights must be 1 metre away from flammable materials 
• Lighting and/or lighting equipment intended to be connected to the mains supply must be 

tested and tagged. To book testing and tagging prior to the show, please contact your show 
team for details of our electrical contractor 

• Our electrical contractors may check lighting and/or lighting equipment on site for 
compliance. Exhibitors will be required to disconnect lighting and/or lighting equipment that 
is found to be unsafe or that is not tested or tagged 

• All lighting and/or lighting equipment must have appropriate certification of Approval (i.e. 
meet Australian Standards) 

• All lighting and/or lighting equipment must be switched off and disconnected from the mains 
supply prior to your departure each night 

• All personnel working at the stand must be informed of the requirements for lighting and 
lighting equipment 

Electrical Equipment and Electrical Cables 
• The use of double adaptors is prohibited –use power boards 
• All cables should be routed away from pedestrian traffic, and taped down to minimize a 

tripping hazard 
• Electrical equipment intended to be connected to mains supply must be tested and tagged. 

To book testing and tagging prior to the show, contact your show team for details of our 
electrical contractor 

• Our electrical contractors may check electrical equipment on site for compliance. Exhibitors 
will be required to disconnect electrical equipment found to be unsafe or that is not tested or 
tagged 

• Electrical equipment includes light fittings, computers, appliances, etc 
• All personnel working at the stand must be informed of the requirements for electrical 

equipment 
NO ALCOHOL is to be consumed during move in or move out 

Stand Certification / Structural Integrity 
• Certification is required for stands of  

o two storeys or more - where the second or subsequent storey will be occupied;  
and/or  

o where the stand has a roof area greater than 18sqm & more than 3m in width; 
Á Fire protection requirements = a smoke detector and dry powder-type fire 

extinguisher; 
 

• The onus is on the builder of a stand to prove that the stand is structurally sound, safe for 
occupancy, and complies with the building code.  

• Detailed plans of the stand, certified by an Engineer, must be lodged with the venue 30 days 
prior to the opening of the show. 

• The completed stand must be inspected and certified by the Engineer. 

Naked Flames (i.e. candles, incense, oil burners, gas appliances, etc) 
• A safety barrier may be required in front of every lit gas heater 
• A vigilant stand attendant must be present on the stand at all times 
• A current/valid fire extinguisher, clearly visible and accessible to visitors, must be kept on 

your stand;  (In addition, consider having a fire blanket on hand) 
•   Please ensure that flames are situated so that members of the public cannot come into 

direct contact with the flame or any surface which may result in burns or cause clothing to 
ignite 

•  No flammable material shall be within one metre of the flame 
•  Flames must be extinguished 15 minutes prior to the stand being vacated at the end of each 

day 
•  Proposals for the use of naked flames on stands must be submitted to the venue 30 days 

prior to the exhibition 
•  All personnel working at the stand must be informed of the requirements for naked flames 
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LP Gas Cylinders 
All LP gas cylinders are to be removed from the exhibition area overnight and stored in the locked compound 
situated on the Centre loading dock. MCEC cannot supply any cages for storing gas bottles. Let the 
organizers know if you require a gas bottle cage.  
Proposals for the use of LP Gas or other flammable gases on stands are to be forwarded to the Centre 
Management at least one month prior to the event. 
The use of gas cylinders and appliances within the Centre is allowed subject to the observance of the 
conditions stated below and after approval from the Event Operations Department. 
 

• The installation and use of Gas Appliances and Gas Cylinders shall be undertaken in accordance 
with: 

* Australian Standard AS/NZS 1596:2002 - LP Gas - Storage and Handling 
* AS 5601-2002 - Gas Installation Code 
• Only gas burning appliances approved for use in licensed premises shall be connected to any gas 

supply. Such appliances shall be installed and connected in accordance with the relevant acts and 
regulations as amended from time to time 

• Any exposed gas pipe in a public area is to be mechanically protected at all times 
• Exhibitions requiring the use of gas cylinders must submit full details to the Event 
 
Operations Department One week prior to the commencement of the exhibition. Each application is 
assessed with the safety of the public as its prime pre-requisite. The Centre reserves the right to 
accept or reject any application. 
 
• Liquid Petroleum Gas (LPG) cylinders shall not exceed 9 Kg in size. Maximum of 2 per stand 
• Exhibitors requiring larger amounts of gas must apply to the Office of Gas Safety with copies 

of approval given to Event Operations Department and Organisers 
Cylinders must be permanently strapped to an upright trolley for ease of removal from the exhibition 
space in case of emergency, or at the end of each exhibition period. All Exhibitions shall not exceed 
500 Litre’s of gas at any one time. Exhibitors can apply in PB-OP-7100000.9.2 Exhibition and Stand 
Approval Melbourne Exhibition and Convention Centre 09/03/06 Page 13/18 writing for extra gas 
bottles on their stand, by supplying GASSAFE with a Job safety Analysis outlining the risks involved. 
Approval can only be granted in writing from GASSAFE 

• All sections of the gas storage and reticulation for each exhibitor shall be inaccessible to the public 
and other exhibitors at all times 

• Cylinders and connections to cylinders shall be protected from accidental damage and impact and 
shall be securely fixed 

• A licensed Gas Fitter Plumber registered in the State of Victoria shall carry out the installation and 
connection to the LPG installation for each exhibitor 

• A person licensed under item 10 using a ‘sniffer’ detection device capable of detecting explosive 
situations shall test the installation for leaks before the start of an exhibition and each successive 
exhibition session 

• Where exhibitors use gas cylinders, there shall be a clear space of at least one metre (2m) around 
the appliance and at least four (4) metres vertically 

• All gas cylinders shall be removed from the Centre Hall at the end of each exhibition session. MCEC 
no longer has a gas cage located on the Loading Dock for the storage of gas bottles. You will 
need to contact the organizer for gas cages 

• Each exhibitor using LPG cylinders shall have one (1) Kg Dry Chemical Fire Extinguisher per 
appliance which shall be located close to the appliance and be clearly visible at all times 

• Additional fire extinguishers may be required for special risk areas which shall be 
determined after inspection by the Event Operations department 

Heat-Generating Displays (i.e. steam irons, etc) 
• You must ensure that heat-generating appliances are operated without risk to visitor health 

and safety e.g. consider using a barrier around your appliance, either within a roped-off area 
or operate it behind a Perspex shield 

• When demonstrating heat-generating equipment, your display should not be on the 
perimeter of the stand.  Rather it should be set back 1 metre within your stand area adjacent 
to the aisle e.g. when demonstrating an ironing board, place the board at right-angles to the 
aisle so the public can’t brush past the hot iron and burn themselves 
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• EEA’s Health & Safety Officer will visit your stand to satisfy themself that your exhibit 
complies with basic OH&S principles.  You may be asked to provide safety barriers for your 
display. If you do not have any available, you may be required to hire them on site 

• All personnel working at the stand must be informed of the requirements for the use and 
operation of heat generating equipment 

Raised Floors 
• All raised floors, steps and ramps within exhibits must comply with the relevant sections of 

the Building Code of Australia (BCA). The following regulations are essential to reduce the 
frequency of slip and trip incidences 

• General regulations relating to raised floors and ramped edges are as follows: 
Á All raised floor sections must be clearly distinguishable from areas of the surrounding 

floor space 
Á All raised floor sections or ramped edges must not contain sharp or dangerous edges 

and must not represent a trip hazard 
Á Ramped edges should be of non-slip construction or coated with a non-slip finish 
Á Thin decorative flooring such as carpet, vinyl, matting, wood or the like, must have 

the edges taped down or firmly secured, and must not be deemed to be a trip hazard 
Á Permission must be granted by Centre management before installation of landscape 

style flooring such as bark, pebbles, dirt, railway sleepers and other loose materials.  
This type of flooring must be steady under foot and must not be deemed to be a trip 
hazard.  Further regulations apply to the installation and removal of these materials 
from the venue floor 

Á The mix of ramped and square edges on any raised area must be kept to an absolute 
minimum.  If a ramp is installed, it must be clearly distinguishable from the remainder 
of the raised floor surrounding it.  To reduce the risk of trip hazards, a handrail, block-
off panel or suitable barrier of 900mm minimum in height must be installed 

 
Raised Floors Under 115mm in Height  

• All raised floors with a height of less than 115mm must have a clearly distinguishable ramped 
edge installed. 

• All ramped edges must be of a gradient no less than 1 to 3. 
• All ramped edges must be contained within the contracted space, with the exception of 

ramped edges attached to modular floor sections which are 32mm (or less) in height, in 
which case an intrusion of 100mm will be accepted. 

 
Raised Floors Over 115mm in Height  

• All raised floors with a height greater than 115mm, but less than 190mm are considered a 
step and therefore should not be ramped. 

• Where the flooring height exceeds 190mm, a series of steps should be constructed as per 
BCA requirements.  Each step should be no less than 115mm in height.     

• When a step is installed an approved stair-nosing must also be installed, as per BCA 
requirements for steps in public places. 

 
Disabled Access 

• Disabled access to the stand must be provided. 
• If a disabled ramp is installed, it must be clearly distinguishable from the remainder of raised 

floor surrounding it. To reduce trip hazards, a handrail, block-off panel or suitable barrier of 
900mm minimum in height must be installed. Handrails for Ramps or Raised Platforms must 
be between 900 - 1100mm in height 

Cooking Demonstrations 
• Demonstrators are required to have a current/valid fire extinguisher and fire blanket, clearly 

visible, on the exhibition stand 
• Where cooking equipment/flames/heat is within reach of visitors you must ensure that this 

equipment is operated without risk to visitor health and safety (e.g. consider roping off or using a 
Perspex shield around your appliance) 

• Cooking equipment must not be operated within 1 metre of flammable materials 
• Flames must be extinguished 15 minutes prior to the stand being vacated at the end of each 

day; Refer point 1.7 above - use of naked flames 
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Food Handling and Food Hygiene  
Food handling and food service regulations is a complex area and is not covered in detail here due to the 
different requirements of the various local Councils.  It is the responsibility of the exhibitor, contractor or agent 
to ensure that food handling and food hygiene procedures comply with local council rules and regulations. 

• Hand washing facilities must be provided for the exclusive use of food-handlers 
• Utensil washing facilities – a hot water urn or other heating device for hot water, towels and 

detergents must be provided 
• Ensure that the manufacturers food storage requirements are satisfied i.e. industry 

standards suggest: 
o 5 degrees C is appropriate for food requiring refrigeration 
o Frozen food must be kept frozen below –15 degrees C 
o Hot food must be kept at a temperature of at least 60 degrees C 

• Ensure adequate storage is provided for food scraps 
• All surfaces washable and free of cracks and crevices 
• Provide disposable containers for samples of food offered to visitors; 
• All food-handling personnel must be adequately trained and informed of food hygiene 

requirements. 
 
Motor Vehicles on Display 

• Fire extinguishers (dry powder) must be mounted in a prominent position 
• Where flammable liquid-powered motor vehicles are on display, the fuel tank is to contain no 

more than 90% of tank capacity or less than 5% of tank capacity 
• Disconnect the battery prior to the show opening 
• Provide a protective floor tray 
• Ensure that the motor vehicle fuel filler cap is sealed or secured to prevent its unauthorised 

removal  
• Fuel must not be decanted or vehicles filled on the loading dock or in or around the Venue halls 
• LPG-powered motor vehicles must have their systems fitted in accordance with AS1425-1989 

LPG Gas Fuel Systems for Vehicle Engines 
• The LPG fuel tank must be isolated from the engine mechanically by closing the ‘Service Tap’ 

on the fitted fuel tank 
• The LPG motor vehicle’s engine is to be run until all fuel in the fuel line and converter is 

exhausted 
• Vehicles in the exhibition must not be started and run without the prior permission of the Venue 
• Ignition keys must be secured and strictly controlled by the exhibitor during the exhibition 

Other 
• Standing on chairs, tables and other rental furniture is prohibited.  Use purpose-designed 

equipment such as ladders and steps etc. EEA cannot be held responsible for injuries, falls or 
damage caused by the improper use of this equipment 

• Look out and listen for forklifts 
• Be aware of overhead works 
• Do not obstruct any plant machinery 
• Keep the loading dock doors clear at all times 
• Maintain clear aisles at all times, keeping product on your stand, and removing packaging and 

vehicles as soon as is practicable 
• Appropriate footwear is essential; no open toe shoes allowed during move in and move 

out 
• NO CHILDREN are allowed in the hall during move in and move out.  For the purpose of 

OH&S, children are under 15 years of age 
• Smoking is prohibited in Exhibition halls 
• NO ALCOHOL to be consumed during move in and move out 

 
Report Unsafe Work Practices to the Organiser! 
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General Health and Safety Matters 
Exhibitions and Events Australia Pty Ltd is serious about health and safety. 

Emergency Procedures 
• In the event of a partial or complete evacuation of the exhibition halls, exhibitors, staff, contractors 

and agents are requested to muster in the areas as directed by the Venue security staff 
• The Venue public address system will be used to convey evacuation and ‘all-clear’ instructions 
• Exhibitors are asked to be constantly aware of unidentified packages, cases or bags left on stands.  

In case of doubt the article should not be touched, but security informed, via the Organiser’s Office 

Department of Health 
Contact local council/Dept of Health offices for up-to-date and fully comprehensive guidelines/regulations   
on the following topics: 

• Food Handling demonstrations 
• Personal grooming exhibits i.e., body piercing, make-up application, etc 
• Pool/spa water hygiene 

Exhibitor Responsibilities 
• Ensure that persons in your employment and any others affected by your actions and omissions are 

safe and are not at risk to their health and safety 
• Ensure that relevant risk assessments have been carried out in relation to your own stand/area during 

move in and move out 
•  Co-operate/co-ordinate your actions with the organizers/contractors on-site 
• Where potential risks are identified during the risk assessment process make all parties aware of any 

potential risks as might arise during move in and move out 
• Ensure that your workman/contractors are both competent and following safe systems of work 
• Seek advice where necessary from the on site health and safety official, this will enable you to comply 

with the relevant statutory provisions 

Contractor Responsibilities 
• Ensure the health, safety and welfare of any persons including sub-contractors on site during move in 

and move out 
• Work is to be carried out by licensed trades people as appropriate 
• Where significant risks are involved ensure that risk assessment and method statements detailing 

methods of work are completed 
• Ensure that risk assessment and method statements are produced in pre-show meetings 
• Comply with Occupational Health & Safety Legislation, during move-in and move-out and comply with 

all legal requirements that are relevant to their operations 
• Ensure the competence of employees and sub-contractors to carry out the work 
• Co-operate and co-ordinate your actions 

Stand Designers 
• Must be competent and have the necessary skills, knowledge and experience pertaining to stand 

design backed up by the relevant qualifications 
• Ensure that erection and maintenance of the design has the ability to be carried out safely and in 

accordance with the relevant legislation by the contractors in the time available 
• Comply with all legislative requirements 

Working at Heights 
A fall from almost any height can result in injury.  Exhibitors are required to conduct a risk assessment on a 
proposed task, and to put in place control measures to prevent injuries caused by falling from heights.  Please 
note the following: 

•  The task to be performed must be reviewed to ensure suitable access equipment is used 
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• For all tasks involving works from heights, preference should be given to the use of scissor lifts, 
scaffolding or elevated work platforms 

• Wherever possible ladders should be used only as a means of access or egress 
• Use ladders only for light work of short duration if there is no safer alternative 
• Angle and secure the ladder to prevent slipping (1 out for 4 up) 
• Always make sure ladders are properly maintained 
• Do not climb past the third top rung 
• NEVER over-reach 
• ELEVATED WORK PLATFORMS ARE AVAILABLE FOR HIRE FOR WORKING AT HEIGHTS.  

CONTACT CLIFTON PRODUCTIONS FOR DETAILS.  PHONE 02 8335 9300 

Insurance 

• Neither EEA, the Venue or any staff, employees, agents or other representatives of EEA or the venue 
shall be held accountable or liable for any damage, loss harm or injury to the exhibitor, employees, 
agents or other representatives of the exhibitor or for goods sent to the Venue before or remaining 
after the exhibition, or while in transit to or from, or during the exhibition. 

• Exhibitors should consult their own insurance companies and/or broker for proper coverage of their 
exhibits and display area 

• It is a requirement that exhibitors have appropriate insurance cover for their stand area, including 
public liability 

• If you have this cover please send a Certificate of Currency detailing the following: 

 CERTIFICATE OF CURRENCY 
(On Insurance Broker’s letterhead) 
Details required: 
Insured:  ABC Company Pty Ltd (the exhibitor) 
Type of Policy: Combined Public and Product Liability (for example) 
Situation: Australia-wide or worldwide (for example) 
Sum Insured: (minimum) $10,000,000 (e.g.: limit of indemnity) 
Period of Cover: 30/01/11 until 30/01/12 (for example) 
Insurer:  XYZ Insurance Company 
Policy Number: XX-YY-123123 
Signed:  Insurer’s signature 
 

• Alternatively Exhibitions and Events Australia Pty Ltd will invoice you for Public Liability cover 
through Marsh Pty Ltd for the total period of the exhibition including the first day of move-in to final 
day of move out.   

Guidelines for Move in & Move out and during the Exhibition 
• No children are allowed on the premises (either the Hall or Dock areas) during move in or move 

out.  For the purpose of OH&S, children are under 15 years of age 
• NO ALCOHOL to be consumed during move in or move out 
• A person must be appointed who is responsible for health and safety matters on the stand during 

move-in, move-out and during the duration of the show 
• Keep aisles clear, as indicated on the floor plans, at all times 
• During the move in and move out periods, your staff and sub-contractors should be constantly 

reminded of the need for vigilance regarding the health and safety of themselves and those 
working in their vicinity 

• Any violations or concerns regarding any of the above points should be reported to our on-site 
Occupational Health & Safety Officer or to the Organiser’s Office 

• Portable electric tools must be used with the minimum length of trailing leads and such equipment 
should not be left unattended with a live power supply to it 

• Electrical cables must not cross aisle ways and fire exits.  All portable electrical equipment should 
have a current inspection tag attached, and when in use, should be connected to a Residual 
Current Device 
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• Before starting work overhead, the area directly beneath the workplace is to be cleared and 
cordoned off with signage displayed to indicate overhead work is in progress.  No work is to be 
carried out above any person 

• Operatives should wear suitable protective clothing relevant to their job, which includes eye, 
hearing, foot, head and hand protection 

• Work areas should be maintained free from general waste and packaging materials, which could 
be hazardous to operatives 

• All parking restrictions and speed limits must be adhered to 
• Fire exits and emergency equipment must not be obstructed 
• You must ensure that portable power equipment is used for the purposes for which it was 

designed and that re-wired units comply with regulations before they are installed on site 
• Exhibitors are responsible for the safe use and storage of flammable liquids and substances and 

segregation from waste and other risk areas 
• Proper scaffolding must be used during the construction of any building within the halls. Safety 

features of the scaffolding is provided as per laid down standards, and that any tower scaffold in 
use is properly stabilized and propped 

Notes on Demonstrations 
• All demonstrations must be carried out in accordance with the Occupational Health & Safety 

Legislation 
• All exhibits must, where they are not sufficiently stable as freestanding models, be properly 

secured to the floor or other structure 
• Floors on exhibit stands must be kept clear of articles or substances likely to cause persons to slip 

or trip 
• All electrical conductors must be properly installed by licensed electricians and adequately 

protected 
• Any stand incorporating a demonstration or exhibits providing a potential fire hazard must be 

constructed in approved materials 
• Exhibits must be positioned so that at no time do they protrude into the aisles 

Manual Handling 
For loads that can be carried by the individual: 

• Stand as close to the load, with feet apart for good balance, bending your knees and straddling the 
load 

• Always try to lift when standing or at least half squatting rather than kneeling or not using your legs 
• Keep your back as straight as possible whilst lifting and carrying 
• Always keep the load as close as possible to your body, with elbows close to your sides making 

sure you can see where you are going 
• Do not twist your body to change direction - use your feet 

 
Any mechanical lifting devices utilized must be maintained and users must be trained in their use. No one 
shall operate a lifting device unless it is certified. 
 
Loads carried mechanically should be within device size and weight limits. These should be carried safely and 
evenly balanced to prevent load slipping. 

Lifting/Packing Cases 
• Forklifts are not to be used by anyone other than fully trained and licensed personnel. 
• Work areas and exits should be maintained free from general waste and packaging materials, 

which could hazard operatives. 
• Packing cases must not be allowed to obstruct aisles, passageways and fire exits. 
• Nails, etc, must not be left protruding from any packing case or material. 
• All packing cases and materials must be removed from the exhibition hall as soon as possible. 
• All equipment must be regularly serviced and inspected. 

Machinery on Stands 
• All exhibitors must ensure that all goods for sale have the approval of the appropriate Australian 

authority and, if necessary, ensure that they carry the appropriate approval label. 
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• All machinery should be fitted with guarding, fencing, lock immobilization etc to ensure a safe 
environment for staff and patrons.  The use of signage above machinery is not an acceptable 
protective method. 

• No person shall demonstrate or operate a machine unless appropriately trained, both in relation to 
the operation of the machine and as to responsibilities to members of the public in both normal 
and emergency situations. Persons demonstrating machines must wear adequate personal 
protective clothing and equipment. 

• Clearly visible and accessible emergency stop controls must be available. 
• All sources of power to and from the machine including electrical pneumatic and hydraulic, should 

be provided with an isolator which should be switched off when the machine is not actually being 
demonstrated by an authorized user. 

• Adequate extraction or other equally effective methods must be provided for dust, chips and 
fumes. 

• Adequate lighting must be provided both for the machine and its surrounding area. 
• Where appropriate, screens must be used to provide adequate eye protection to members of the 

public.   

Exhibits Requiring Additional Safety Precautions/Written Approval 
Notify the Venue at least 30 days prior to the show if your display has any of the following: 

• A second storey –  (Refer Stand Certification – Page 17) 
• A solid ceiling or roof area more than 18 sqm – (Refer Stand Certification– Page 17) 
• A structure more than 3m high; the onus is on the Exhibitor to prove that the structure is stable. 
• A motor vehicle (Refer Motor Vehicle on Display – Page 20) 
• Dangerous Goods – advise of type, size, volume and purpose of the dangerous goods, and supply 

Material Safety Data Sheets (MSDS) – obtained from the manufacturer of the product, and a Risk 
Assessment. 

• A discharge of noxious waste – not to be discharged through the sewage system – collect and 
dispose of in a lawful manner. 

• An LPG gas cylinder – (Refer LP Gas Bottles – Page 18) 
• A cylinder containing compressed gas (other than LPG) 
• A naked flame – (Refer naked flames – Page 17) 
• Lighting or signage lower than 2.2m above floor level 
• Animals 
• Balloons 
• Special effects – pyrotechnics, smoke-generation, etc. 
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TASK 
 

HAZARD RISK LEVEL - TO WHOM/ WHAT/WHAT LEVEL? PRECAUTIONS/CONTROL MEASURES 

Considering each task in turn, how and when will the 
work be done?  Where on the stand will each trade 
involved be working?  What equipment, materials 
and chemicals will be used?  How much noise and 
dust will there be?  Where will lifting and vehicle 
movements take place?  Will there be error and 
tiredness caused by late working? 
 

Who will be affected by the work and most at risk?  
Employees?  Contractors?  Visitors?  Exhibitors on or 
around your stand?  To what extent? 
 
 

SAMPLE RISK ASSESSMENT 
FORM 
 

Evaluation of the risks enables you to decide on the 
appropriate action.  Can the hazard or risk be 
removed completely or done differently?  If the risk 
can’t be eliminated, can it be controlled?  Can 
protective measures be taken to protect the entire on 
site workforce? 
Safe working depends on co-operation between 
companies on-site so consider this and take 
precautions on every aspect of work being carried 
out.  Make sure people are trained, provided with 
relevant information and briefed about risks. 
 

EXAMPLE:     
Overhead working Falls of men & equipment 

causing injury.  Scaffold 
collapse. 

Risk to contractors working 
underneath and on stand, & to 
surrounding contractors/exhibitors. 

High? 
 
Medium? 
 

V Restrict access to stand via cordoning off overhead 
working area.  Hard hats to be worn.  Ensure 
scaffolding is erected safely and contractors are 
familiar with its safe and proper use. 

Unloading of 
packaging 

Trips – from discarded 
packaging 

Exhibitors, Contractors, 
Organisers, All Venue Staff 

High? 
 
Medium?

 
 
V

Remove all packaging as it’s discarded.  Ensure it is 
stored & disposed off appropriately. 

Working Machine 
Exhibit 

All stand staff & visitors  High? 
 
Medium? 
 
Low 

 
 
V 

The machine will be operated only by trained stand 
staff.   
The machine controls will be sited beyond public 
reach.  Guarding will protect staff and visitors from all  
 moving parts. 
Adequate crowd space will be incorporated into 
stand design.

   High? 
Medium? 
Low 

  

 
RISK ASSESSMENT FOR:  ............................................................................. 
 
LOCATION:  ..................................................................................................... 
 
........................................................................................................................... 

 
ASSESSMENT BY:  ......................................................................................... 
 
TITLE:  .............................................................................................................. 
 
DATE:  .............................................................................................................. 
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SUPPLIERS: 
For fire extinguishers, fire blankets and smoke detectors: 
 
 
All states (buy only): 
Wormald Fire Systems 
PH; 03 9538 7703 
FX:  03 9538 7009 
MOB:  0411 730 089 
 
Melbourne Exhibition Centre Limited stock: (Fire retardant spray only) 
2 Clarendon Street 
Southbank 
Tel: 03 9235 8110 Fax: 03 9235 8121 
Email: exservices@mecc.com.au  
Website: www.mecc.com.au  
 
 
For fire-retardant sprays: 
 
Flameguard 80 – for use on fabrics in stand construction, ceilings, canopies, roofs, etc 
 
Flameguard 88 - for use on timber, porous and non-porous building materials in stand construction, ceilings, 
canopies, roofs, etc 
 
 
 
 
 
 



 

Exhitio fdkjaks 

Corinthian Wall/Octanorm Fascia 

Important Exhibitor Information 
 
Exhibition: 
 

MIND BODY SPIRIT MELBOURNE 

Venue: MCEC 

Dates: 18-20 NOVEMBER 2011 

 
Dear Exhibitor, 
 
We are very pleased to be the official supplier for your 
exhibition. 
 
To  assist you in your preparations please find enclosed: 

 Information on the stand package and options 
available for modifications or stand upgrades 

 A compulsory Stand & Fascia Confirmation Form 
(must be completed by all exhibitors) 

 Optional forms for additional requirements 
 Our product & services brochure with Australia’s 

largest range of contemporary furniture, AV and 
accessories 

 
Your prompt reply is important to ensure the smooth 
delivery of your hire items. To avoid the additional 
service fee for late & on-site orders, please return your 
forms and place your orders no later than: 
 

FRIDAY 28TH OCTOBER 2011 
 
If you are considering a custom stand or stand upgrade 
package to maximise your exposure, we can arrange 
for one of our custom stand sales consultants to 
contact you and discuss your options.  
 
Alternatively, view our latest stand upgrade packages 
and order furniture online at www.exponet.com.au  
  
Once your orders and payment are confirmed, our 
staff can ensure you receive the quality product and 
service to make this a successful event for you.  
 
Please contact me if you have any questions. We look 
forward to working with you. 
 
MAGDALENA JABLONSKI 
Exhibition Co-ordinator 
ExpoNet - Official Exhibition Contractor 
Phone 02 9645 7000  
magdalena@exponet.com.au 

EXHIBITORKIT 
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The following information outlines your Exhibition Stand Package inclusions: 

 Stand Size For your specific stand dimensions refer to the Show Plan 

 Walls 2.4m high Velcro compatible front runner covered walls in monarch blue. 

 Fascia Aluminium frame with standard colour fascia board. 

 Signage 
Company names will be installed over each open aisle fascia. Lettering will be 
computer cut white vinyl on a colour backing board.  
Each sign will be a maximum of 30 characters including spaces. 

 Lighting 1 x 120 watt track mounted spotlights per 5 square metres  
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. 

 Flooring Flooring will be made up of 1m x 1m carpet tiles in blueberry.  

 Items which can 
be used on walls 

When attaching anything to walls, exhibitors are asked to use Velcro, staples, pins 
or order our wall-mounted shelving. All are available from ExpoNet. 

 Items not to be 
used on walls 

Screws, nails, bolts, glue, paint and double-sided adhesive tape will permanently 
damage the panels, exhibitors are requested not to use them. 
Charges will apply for ALL damaged panels. 

 

 Stand Package 
information 

Note: 
This diagram is for illustrative 
purposes only. 
 
For your specific stand size 
please refer to your show 
plan. 
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Contact & Stand Details:  Exhibition & Return Details: 

Company Name:  
MIND BODY SPIRIT 
MELBOURNE 

Address: 
 
 
 

 

Deadline for forms & orders: 
FRIDAY 28TH OCTOBER 

2011 
 (Late & onsite orders incur late service fee) 

State: Post 
Code: 

Country: 
(If other than Australia)  MCEC 

Stand Name: 
(If different to Company Name) 

Stand 
No(s):  18-20 NOVEMBER 2011 

Contact Name:  
Attn: 
 

CLAIRE MCGILLIVRAY 
clairemcgillivray@eea.net.au 

Tel: Mobile:  
FAX: 
 

Central Administration Office  
+61 (03) 9855 2916 

Fax: E-mail:  
Post: 
 

Level 1, 1-9 Derrick Street, 
Kew   VIC   3101 

 

Fascia Signage Confirmation: 
Please Note: Should this form not be returned by the deadline date, the name on your sign will be the contracted company name 

as listed by the Organiser. Any changes required after the sign has been produced will be at a cost of $120.00 per sign plus GST  
(this includes the cost of the late fee) 

To help us service your requirements please confirm the below information by ticking the appropriate box :  

Yes  We require standard fascia signage as provided in the stand package. 
 Each open aisle on your stand will have a fascia sign as specified in the Stand Package details 
 Maximum of 30 UPPER CASE characters including spaces, name only, please omit extensions such as Pty Ltd. 
 Additional letters will be charged @ $5.50 per letter (inc. GST) 

Please write the name you wish to exhibit on your stand: 

                                
 
Yes  We require a quotation for customised fascia signage: 
 For example add your company logo, change the sign colour or font 
 Additional charges from $100.00 per sign apply, payment must be received by the due date or late service fees 

will be applied 
 Logos are required in EPS Illustrator format no later than 14 days prior to the exhibition move-in 
 Please email magdalena@exponet.com.au with your enquiry and logo attached. 

No   No, we do not require fascia signs, we wish to remove our fascia board 
Note: modifications requested on-site including the removal of walls, fascia and beams will be charged at 
$70 +GST per hour, (minimum of one hour). Removal of fascia & lights once installed will be charged at  
$140 +GST per hour, (minimum of one hour). 

 Please note that by removing your fascia board, the frame is removed and you will lose the standard track spot 
light allocation and fascia signage included in the stand package. 

 To replace the 2 x track spot lights you will receive 1 x 300W on-arm light which clamps to the booth wall.. 

Power & Lighting: 

Yes  Do you require additional Power & Lighting? 
If yes, please order on the Power & Lighting order form enclosed  
Please provide layout for placement if standard positioning is not required 
If you have any unusual requirements, i.e: 3 Phase direct to wired machines, please call ExpoNet direct No   

Stand & Fascia Confirmation Form 
compulsory form for all exhibitors  

complete & return fax on +61 (03) 9855 2916 
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This form is only required if you wish to order changes to the standard shell such as adding walls, doors, storage areas, light 
boxes or changing the type of flooring or colour of carpet. The standard wall colour for this event is monarch blue with 
blueberry carpet. Please complete the form below and the Stand Layout Form.  Prices include installation. 

Contact & Stand Details:  Exhibition & Return Details: 
Company Name:  MIND BODY SPIRIT MELBOURNE 

Address: 
 
 
 

 

Deadline for forms & orders: 
FRIDAY 28TH OCTOBER 

2011 
 (Late & onsite orders incur late service fee) 

State: Post 
Code: 

Country: 
(If other than Australia)  MCEC 

Stand Name: 
(If different to Company Name) 

Stand 
No(s):  18-20 NOVEMBER 2011 

Contact Name:  
Attn: 

 

MAGDALENA JABLONSKI 
magdalena@ 
exponet.com.au 

Tel: Mobile:  
FAX: 

 
Central Administration Office  
+61 (02) 9645 5300  

Fax: E-mail:  
Post: 

 
PO Box 120, Sydney Markets  
NSW  2129  Australia  

 
Feature  Options (tick those required) Price Quantity Sub Total 
Additional Walling  Monarch Blue $58 per lineal metre  $ 
  Black $58 per lineal metre  $ 
Fascia  Navy Blue $20 per lineal metre  $ 
  White $20 per lineal metre  $ 
  Black $20 per lineal metre  $ 
  Red $20 per lineal metre  $ 
Doors  Monarch Blue $200 per door  $ 
  Black $200 per door  $ 
Raised Flooring  White $80 per sqr metre  $ 
32mm high  Beech $80 per sqr metre  $ 
Carpet Tiles   Black $18 per sqr metre  $ 
(1 metre square)  Charcoal Grey $18 per sqr metre  $ 
  Bright Blue $18 per sqr metre  $ 

 Blueberry $18 per sqr metre  $ 
 Red $18 per sqr metre  $ 

Underlay  Required if laying carpet tiles over 
venue carpet 

$25 per sqr metre  $ 

Orders placed after FRIDAY 28TH OCTOBER 2011 incur a compulsory $60 Late Service Fee $  
Terms & Conditions 
 No orders will be installed until payment is received 

& processed. 
 Orders placed during move-in are subject to a late 

service fee. 
 All goods delivered then cancelled will be charged 

at full rate. 
 *Damage Waiver, compulsory fee covers attrition of 

hired equipment. 
 Please read the complete Terms & Conditions in our 

brochure. 

 Hire Charge Total $ 
ADD 6% Damage Waiver* of Hire Charge Total $ 

Subtotal $ 
ADD 2.5% Credit Card Surcharge on Subtotal $ 

Total $ 
ADD 10% GST $ 

Invoice Total $ 

 
Full payment must accompany each application or work cannot be carried out, accepted forms of payment: 

 Funds transfer – Bank: ANZ BSB:012 220  Account Number:835 493 704 Account Name: ExpoNet Swift Code:ANZBAU3MXXX  

 Cheque           Amex            Diners           VISA           MasterCard 
Name of Cardholder                          
 
Card Number                          
A 2.5% surcharge applies to all payments made by credit card 

Expiry Date ____ /____ Signed:_______________________________________________________________________________ 

Order not valid unless signed by hirer (authorised agent)/cardholder 

Stand Modifications Form 
optional form for upgrading or modifying stand package 

complete & return fax on +61 (02) 9645 5300  
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This form is required if you need to order power or lighting in addition to what is provided in the stand package (see 
page 2 Stand Package information), or you are a ‘space only exhibitor’.  
To order any requirements, complete this order form and the Stand Layout Form to indicate placement. 
Space Only Exhibitors have NO power or lighting included.  
 

Contact & Stand Details:  Exhibition & Return Details: 
Company Name:  MIND BODY SPIRIT MELBOURNE 

Address: 
 
 
 

 

Deadline for forms & orders: 
FRIDAY 28TH OCTOBER 

2011 
 (Late & onsite orders incur late service fee) 

State: Post 
Code: 

Country: 
(If other than Australia)  MCEC 

Stand Name: 
(If different to Company Name) 

Stand 
No(s):  18-20 NOVEMBER 2011 

Contact Name:  
Attn: 

 
MAGDALENA JABLONSKI 
magdalena@ 
exponet.com.au 

Tel: Mobile:  
FAX: 

 
Central Administration Office  
+61 (02) 9645 5300  

Fax: E-mail:  
Post: 

 
PO Box 120, Sydney Markets  
NSW  2129  Australia  

 
Code   Description Qty $Rate Subtotal 

2701 120 Watt Spotlight on Track (Behind Fascia Only)  $27.05 $ 
2702 120 Watt Spotlight on Arm  $60.60 $ 
2703 300 Watt Floodlight on Track (Behind Fascia Only)  $60.60 $ 
2705 300 Watt Floodlight on Arm   $64.85 $ 
2706 50W 12V Downlight on Arm   $74.95 $ 
2759 Fluorescent Light- 4ft Double   $67.10 $ 
2710 Single 240volt Power Point to 1000w (maximum 4 amp)  $40.80 $ 
2711 Single 240volt  Power Point to 2400w (maximum 10 amp)  $65.60 $ 
2712 Single 240volt  Power Point to 3600w (maximum 15 amp)  $87.50 $ 
2739 415volt 32amp 3phase power outlet (5pin plug)   $285.60 $ 
2719 415volt 32amp 3phase point with  switch board  $428.40 $ 

 Additional power & lighting products are available POA   $ 

Orders placed after FRIDAY 28TH OCTOBER 2011 incur a compulsory 20% surcharge, with a minimum of 
$60.00 

$ 

Terms & Conditions: 
 No orders will be installed until payment is received & 

processed. 
 On-site changes incur a 20% surcharge with $60.00 

minimum.  
 Cancellations after installation will be charged at the 

full rate.  
 *Damage Waiver, compulsory fee covers attrition of 

hired equipment. 
 Please read the complete Terms & Conditions in our 

brochure. 

 Hire Charge Total $ 
ADD 6% Damage Waiver* of Hire Charge Total $ 

Subtotal $ 
ADD 2.5% Credit Card Surcharge on Subtotal $ 

Total $ 
ADD 10% GST $ 
Invoice Total $ 

 
Full payment must accompany each application or work cannot be carried out, accepted forms of payment: 

 Funds transfer – Bank: ANZ BSB:012 220  Account Number:835 493 704 Account Name: ExpoNet Swift Code:ANZBAU3MXXX  

 Cheque           Amex            Diners           VISA           MasterCard 
Name of Cardholder                          
 
Card Number                          
A 2.5% surcharge applies to all payments made by credit card 

Expiry Date ____ /____ Signed:_______________________________________________________________________________ 

Order not valid unless signed by hirer (authorised agent)/cardholder 
 
 

Power + Lighting Form 
required form if you need to order power or lighting 

complete & return fax on +61 (02) 9645 5300  
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Flat or sloping wall mounted shelving is a practical way of displaying products or literature.  
 There is a minimum order of 2 shelves and a maximum of 3 shelves per panel  
 Shelves are capable of holding up to 8kg per shelf. If shelves are heavily loaded, additional wall panels at right 

angles to existing walls are required for support. Only ExpoNet staff are permitted to install fittings to our walls. 
 

Contact & Stand Details:  Exhibition & Return Details: 
Company Name:  MIND BODY SPIRIT MELBOURNE 

Address: 
 
 
 

 

Deadline for forms & orders: 
FRIDAY 28TH OCTOBER 

2011 
 (Late & onsite orders incur late service fee) 

State: Post 
Code: 

Country: 
(If other than Australia)  MCEC 

Stand Name: 
(If different to Company Name) 

Stand 
No(s):  18-20 NOVEMBER 2011 

Contact Name:  
Attn: 

 
MAGDALENA JABLONSKI 
magdalena@ 
exponet.com.au 

Tel: Mobile:  
FAX: 

 
Central Administration Office  
+61 (02) 9645 5300  

Fax: E-mail:  
Post: 

 
PO Box 120, Sydney Markets  
NSW  2129  Australia  

 

 Item Code Colour Cost 

 
 

A 
 

Wall Shelving Set 
2 x Flat shelves  
(100 x 30cm) 

7E28F White 
$  96 7E29F Black 

7E20F Glass 

B 
Wall Shelving Set 
2 x Sloping shelves  
(100 x 30cm) 

7E28S White 
$  96 

7E29S Black 
 

C 
Wall Shelving Set 
4 x Flat shelves  
(100 x 30cm) 

7E28F White 
$ 192 7E29F Black 

7E20F Glass 

D 
Wall Shelving Set 
4 x Sloping shelves  
(100 x 30cm) 

7E28S White 
$ 192 

7E29S Black 
 

                 A            B    C D   
Your Order Code Colour Qty Cost Total 

    $ $ 
    $ $ 
    $ $ 

Orders placed after FRIDAY 28TH OCTOBER 2011 incur a compulsory $60 Late Service Fee $  
Terms & Conditions 
 No orders will be installed until payment is 

received & processed. 
 Orders placed during move-in are subject 

to a late service fee. 
 All goods delivered then cancelled will be 

charged at full rate. 
 *Damage Waiver, compulsory fee covers 

attrition of hired equipment. 
 Please read the complete Terms & 

Conditions in our brochure  

 Hire Charge Total $ 
ADD 6% Damage Waiver* of Hire Charge Total $ 

Subtotal $ 
ADD 2.5% Credit Card Surcharge on Subtotal $ 

Total $ 
ADD 10% GST $ 
Invoice Total $ 

 

Full payment must accompany each application or work cannot be carried out, accepted forms of payment: 

 Funds transfer – Bank: ANZ BSB:012 220  Account Number:835 493 704 Account Name: ExpoNet Swift Code:ANZBAU3MXXX  

 Cheque           Amex            Diners           VISA           MasterCard 
Name of Cardholder                          
 
Card Number                          
A 2.5% surcharge applies to all payments made by credit card 

Expiry Date ____ /____ Signed:_______________________________________________________________________________ 
Order not valid unless signed by hirer (authorised agent)/cardholder 

 
 

Wall Mounted Shelving Form 
optional form for shelving requirements 

complete & return fax on +61 (02) 9645 5300  



 

ExpoNet Pty Ltd  ABN 45 132 935 105 
Mind Body Spirit Melbourne - Exhibitor Kit 

 
 

 
This form is only required if you are making changes to the standard package eg, ordering extra walling or doors, wall 
mounted shelving, adding or changing location of power and lighting, or hiring audio visual equipment. It will greatly 
assist our installers during move-in if you supply a sketch of the layout of your stand. 

Please draw the layout of your stand showing as clearly as possible the modifications you are making and any other 
important or relevant details, or, attach a copy of plans if you have them. 
  
Guide 
1. Mark out your stand indicating walls & open sides in thick pen using the squares as a guide. 
2. Use the Electrics Legend to mark in any power & lighting requirements. 
3. Mark in location of audio visual equipment and label. 
4. Mark location of wall mounted shelving, please note this shelving cannot be installed in corners. 
5. Show location of any extra walls and doors. 
6. Add any comments & make sure you fill in your name, company and stand details above. 
7. Return this page with your other forms. 

 
     Back of Stand 

 
 

 
 

 
 

 
 

      Electrical Legend 

 
120w spotlight on arm 

  

3x2 

       120w spotlight on track 

 
300w floodlight on arm 

  

3x3 4x3 

 

6x3 

  

9x3 

 300w floodlight on track 

 
4amp power point 

          
10amp power point 

 
15amp power point 

          30a 3phase power 
outlet 

 
Distribution Board 

 
 

 
 

 
 

 
 

 

6x6 
or 3x3 

Enlarged 

  

9x6 

 Light Stand 
 
Note: 
* If ordering arm lighting indicate 

if used to highlight inside of 
stand or outside (aisle) 

Front of Stand  
 

Stand Dimensions m X m = Sqr Metres 
 

Contact & Stand Details:  Exhibition & Return Details: 
Company Name:  MIND BODY SPIRIT MELBOURNE 
Address: 
 
 
 

 
Deadline for forms & orders: 
FRIDAY 28TH OCTOBER 2011 

 (Late & onsite orders incur late service fee) 

State: Post 
Code: 

Country: 
(If other than Australia)  MCEC 

Stand Name: 
(If different to Company Name) 

Stand 
No(s):  18-20 NOVEMBER 2011 

Contact Name:  
Attn: 

 
MAGDALENA JABLONSKI 
magdalena@ 
exponet.com.au 

Tel: Mobile:  
FAX: 

 
Central Administration Office  
+61 (02) 9645 5300  

Fax: E-mail:  
Post: 

 
PO Box 120, Sydney Markets  
NSW  2129  Australia  
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15 
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Stand Layout Form 
optional form 

complete & return fax on +61 (02) 9645 5300  



 

 
 
 

 

TRANSPORT MATRIX 
 

 Company:    Contact: Mobile: 

 Address:     Suburb/Town: 

 Postcode:  ABN:   Tel: Fax: 

 Email Address:       No. of Pallet Spaces:                Stand: 

 Is a Tailgate Vehicle Required for Pick Up?                          YES        NO  

 Are you delivering freight into an Agility Depot?                 YES        NO  

     

  

Is a Tailgate Vehicle Required?                      YES        NO  

 
 

The Customer acknowledges that:  

(a)  any carriage and any operations and services offered by Agility Fairs & Events Logistics Pty. Ltd. by any of its Divisions are 

offered on the basis that Agility Fairs & Events Logistics Pty. Ltd. is not a Common Carrier and that such carriage, operations and 

services are undertaken subject only to the Terms and Conditions of Contract endorsed and incorporated overleaf; and 

(b) any reference to “consignor” in the Terms and Conditions of Contract endorsed and incorporated overleaf is deemed to 

include a reference to itself where it is not the sender of the goods. 

 
X ________________________________________________________________________________________________________________  

Accepted by (Signature): Date: 
WE ARE NOT COMMON CARRIERS. Please read the Terms and Conditions of Contract endorsed and incorporated overleaf which must be 

read subject to the Trade Practices Act which may give rights to consumers as defined under Section 48 of the Act. These rights against 

the Company cannot be excluded, restricted or modified by agreement. 

 

  A $19.80 SERVICE CHARGE APPLIES TO ALL CONSIGNMENTS                               A FUEL LEVY APPLIES TO ALL TRANSPORT 

**Pallet size is 1.2 x 1.2 x 1.8 & max. weight of 800kgs. Pallets in excess of this will attract an additional cost. 

From 
 

To 
 

GCOAST TVILLE PER SYD HBA MELB CBR BNE ADL NTL 

GOLD COAST 
POA 450.43 569.78 284.89 650.61 420.89 420.89 116.42 420.89 POA 

TOWNSVILLE 
387.86 POA 769.23 506.79 925.87 540.45 692.84 317.80 613.39 POA 

PERTH 
569.78 760.16 116.42 356.96 792.51 302.71 336.34 416.45 213.48 585.30 

SYDNEY 
284.89 544.39 475.95 116.42 429.54 178.54 172.04 199.23 213.48 178.49 

HOBART 
688.16 938.39 792.51 429.54 116.42 357.40 495.96 591.44 475.26 POA 

MELBOURNE 
420.89 681.65 371.27 178.54 357.40 116.42 172.04 336.34 178.54 336.50 

CANBERRA 
420.89 731.69 454.08 172.04 495.96 172.04 116.42 336.34 240.61 330.36 

BRISBANE 
116.42 357.91 452.16 199.23 578.48 214.72 336.34 116.42 282.03 356.26 

ADELAIDE 
420.89 700.16 336.34 213.48 479.14 178.54 240.61 329.91 116.42 416.45 

NEWCASTLE 
437.51 684.29 585.30 178.49 598.86 336.50 330.36 356.26 369.82 POA 

 

 

RETURN COMPLETED FORM BY THE 4TH NOVEMBER, 2011 ON FAX (02) 9642 6899 or 

dstubbs@agilitylogistics.com  

 
 
 

IMPORTANT NOTE! - AGILITY FAIRS & EVENTS WILL NOT ARRANGE YOUR TRANSPORT 

REQUIREMENTS UNLESS YOU HAVE SIGNED THE ACCEPTANCE BELOW. 

 

 
 
 
 
 
 
 

 

 

MIND BODY SPIRIT FESTIVAL – Melbourne 
18 – 20 November, 2011 

ROAD TRANSPORT RATES EACH WAY                          ALL PRICES ARE INCLUSIVE OF GST          

 The above prices are per pallet space and include pick up from a nominated Agility Fairs & Events depot and transport to 
the venue.  Return delivery from the venue to a nominated Agility Fairs & Events depot will also be based on the above 
prices. 

 If you require a pick up from your premises the local pallet space charge will apply as above - $116.42. 

 If freight is transported from a finishing show to the next starting show via an Agility Fairs & Events depot, then a 
transport charge of $71.17 per pallet will apply. 

 If a tailgate vehicle is required a charge of $132.00 (incl. GST) will apply. 



 
 
 
 
 
 

 

 

 

 
 

Standard Terms and Conditions of Contract 
 
 

1. (A) Subject to clause (B) below, all services of the Company whether gratuitous or not are subject to these Conditions. 

(i) The provisions of Part I shall apply to all such services. 

(ii) The provisions of Part II shall only apply to the extent that such services are provided by the Company as agents. 

(iii) The provisions of Part III shall only apply to the extent that such services are provided by the Company as principals. 
(B) Where a document bearing a title of or including “bill of lading” (whether or not negotiable), or “waybill” is issued by or on behalf of the Company and 

provides that the Company contracts as carrier the provisions set out in such document shall be paramount in so far as such provisions are inconsistent 
with these conditions. 

(C) Every variation, cancellation or waiver of these Conditions must be in writing signed by a Director of the Company. Notice is hereby given that no other 
person has or will be given any authority whatsoever to agree to any variation cancellation or waiver if these Conditions. 

2. All services are provided by the Company as agents except in the following circumstances where the Company acts as principal: 

(A) where the Company performs any carriage, handling or storage of Goods but only to the extent that the carriage is performed by the Company itself or its 

servants and the Goods are in the actual custody and control of the Company, or 

(B) where prior to the commencement of the carriage of Goods the Customer in writing demands from the Company particulars of the identity, services or 
charges of persons instructed by the Company to perform part or all of the carriage, the Company shall be deemed to be contracting as a principal in 
respect of that part of the carriage in respect of which the Company fails to give such particulars demanded within 28 days of the Company’s receipt of 
such demand, or 

(C) To the extent that the Company expressly agrees in writing to act as a principal, or 

(D) To the extent that the Company is held by a court of law to have acted as a principal. 
3.  Without prejudice to the generality of clause 2, 

(A) The changing by the Company of a fixed price for a service or services of whatsoever nature shall not in itself determine or be evidence that the 
Company is acting as an agent or a principal in respect of such service or services; 

(B) The supplying by the Company of their own or leased equipment shall not in itself determine or be evidence that the Company in acting as an 
agent or a principal in respect of any carriage, handling or storage of Goods; 

(C) The Company acts as an agent where the Company procures a bill of lading or other document evidencing a contract of carriage between a 
person, other than the Company, and the Customer or Owner; 

(D) The Company acts as an agent and never as a principal when providing services in respect of or relating to customs, requirements, taxes, 

licenses, consular documents, certificates of origin, inspection, certificates and other similar services. 
Definitions 

4. In these conditions 

(A) “Company” Is Agility Fairs & Events Logistics Pty Ltd  

(B) “Customer” Means any person at whose request or on whose behalf the Company provides a service; 

(C) “Person” Includes persons or any body or bodies corporate; 
(D) “Owner” Includes the owner, shipper and consignee of the Goods and any other person who is or may become 

interested in the Goods and anyone acting on their behalf; 
(E) “Authority A duly constituted legal or administrative person, acting within its legal powers and exercising jurisdiction 

within any nation, state, municipality, port or airport; 
(F) “Goods” Includes the cargo and any container not supplied by or on behalf of the Company, in respect of which the 

Company provides a service; 
(G) “Container” Includes any container, flexitank, trailer, transportable tank, flat, pallet or any article of transport used to carry 

or consolidate goods and any equipment of or connected thereto. 
(H) “Dangerous Goods” Includes goods which are or may become of a dangerous, inflammable, radioactive or damaging nature and 

goods likely to harbour or encourage vermin or other pests; 
(I) “Hague Rules” Means the provisions of the International Convention for the Unification of certain rules Relating to Bills of 

Lading signed at Brussels on 25th August 1924; 
(J) “Instructions” Means a statement of the Customer’s specific requirements. 
Obligations of Customer 

5. The Customer warrants that he is either the Owner or the authorised agent of the Owner of the Goods and that he is authorised to accept and is accepting 
these Conditions not only for himself but also as agent for and on behalf of the Owner of the Goods. 

6. The Customer warrants that he has reasonable knowledge of matters affecting the conduct of his business, including but not limited to the terms of sale 
and purchase of the Goods and all other matters relating thereto. 

7. The Customer shall give sufficient and executable instructions. 

8. The Customer warrants that the description and particulars of the Goods are complete and correct. 

9. The Customer warrants that the Goods are properly packed and labelled, except where the Company has accepted instructions in respect of such services. 

Special Instructions, Goods and Services 

10. (A) Unless otherwise previously agreed in writing, the Customer shall not deliver to the Company or cause the Company to deal with or  
handle dangerous Goods. 

(B) If the Customer is in breach of sub-clause (A) above he shall be liable for all loss or damage whatsoever caused by or to or in connection with the Goods 
howsoever arising and shall defend, indemnify and hold harmless the Company against all penalties, claims, damages, costs and expenses whatsoever 

arising in connection therewith and the goods may without notice be destroyed or otherwise dealt with at the sole discretion of the Company or any other 
person in whose custody they may be at the relevant time. 

(C) If the Company agrees to accept Dangerous Goods and then in the opinion of the Company or any, other person they constitute a risk to other goods, 
property, life or health they may without notice be destroyed or otherwise dealt with at the expense of the Customer or Owner. 

11. The customer undertakes not to tender for transportation any Goods which require temperature control without previously giving written notice of their 
nature and particular temperature range to be maintained and in the case of a temperature controlled Container stuffed by or on behalf of the Customer 
further undertakes that the Container has been properly pre-cooled or preheated as appropriate, that the Goods have been properly stuffed in the 
Container and that its thermostatic controls have been properly set by the Customer . If the above requirements are not complied with the Company shall 

not be liable for any loss or damage to the Goods caused by such non-compliance. 
12. No insurance shall be effected except upon express instructions given in writing by the Customer and all insurances effected by the Company are subject 

to the usual exceptions and conditions of the policies of the insurance company or underwriters taking the risk. Unless otherwise agreed in writing, the 
Company shall not be under any obligation to effect a separate insurance  on each consignment but may declare it on any open or general policy. The 

Company is an agent in respect of the effecting of insurance and should the insurers dispute their liability for any reason the insured shall have recourse 
against the insurers only and the Company shall not be under any responsibility or liability whatsoever in relation thereto notwithstanding that the premium 
upon the policy may not be at the same rate as that charged by the Company or paid to the Company by its customers. 

13. Except in accordance with express instructions previously received in writing and accepted in writing by the Company, the Company shall not be obliged to 

make any declaration for the purposes of any statute, convention or contract as to the nature of value of any Goods or as to any special interest in delivery. 
14. Unless otherwise previously agreed in writing or otherwise provided for under the provisions of a document signed by the Company, instructions relating to 

the delivery or release of Goods against payment or against surrender of a particular document shall be in writing and the Company’s liability shall not 
exceed that provided for in respect of misdelivery of Goods. 

15. Unless otherwise previously agreed in writing that the Goods shall depart or arrive by a particular date, the Company accepts no responsibility for departure 
or arrival dates of Goods. 
General Indemnities 

16. (A) The Customer and Owner shall defend, indemnify and hold harmless the Company against all liability, loss, damage, costs and expenses 

arising (I) from the nature of the goods unless caused by the Company’s negligence, (ii) out of the Company acting in accordance with the Customer’s or 
Owner’s instructions, or (iii) arising from a breach of warranty or obligation by the Customer or arising from the negligence of the Customer or Owner. 

(B) Except to the extent caused by the Company’s negligence, the Customer and Owner shall be liable for and shall defend, indemnify, and hold harmless the 
Company in respect of all duties, taxes, imposts, levies, deposits and outlays of whatsoever nature levied by any Authority and for all payments, fines, 

costs, expenses, loss and damage whatsoever incurred or sustained by the Company in connection therewith. 

(C) Advice and information, in whatever form it may be given, are provided by the Company for the Customer only and the Customer shall defend, indemnify, 
and hold harmless the Company for all liability, loss, damage, costs, and expenses arising out of any other person relying on such advice or information. 

(D) (i) The Customer undertakes that no claim be made against any servant, sub-contractor or agent of the Company which imposes, 
or, attempts to impose upon any of them any liability whatsoever in connection with the Goods, if any such claim should nevertheless be made, to 

indemnify the Company against all consequences thereof. 
(ii) Without prejudice to the foregoing, every such servant sub-contractor or agent shall have the benefit of all provisions herein, as if such provisions 

were expressly for their benefit. In entering into this contract the Company, to the extent of those provisions, does so not only on his behalf, but 
as agent and trustee for such servants, sub-contractors and agents. 

(iii) The Customer shall defend, indemnify and hold harmless the Company from and against all claims, costs and demands whatsoever and by 
whomsoever made or preferred in excess of the liability of the Company under the terms of these Conditions and without prejudice to the 
generality of this clause this indemnity shall cover all claims, costs and demands arising from or in connection with the negligence of the 
Company, its servants, sub-contractors and agents. 

(iv) In this clause, “sub-contractors” includes direct and indirect sub-contractors and their respective servants and agents. 
(E) The customer shall be liable for the loss, damage, contamination, soiling, detention or demurrage before, during and after the Carriage of property 

(including, but not limited to, Containers) of the Company or any person or vessel referred to in (D) above caused by the Customer or owner or any person 
acting on behalf of either of them or for which the Customer is otherwise responsible. 

Charges etc. 
17. (A) The Customer shall pay to the Company in cash or as agreed all sums immediately when due without deduction or deferment on account 

of any claim, counterclaim or set-off. 

(B) When the Company is instructed to collect freight, duties, charges or other expenses from any person other than the Customer, the Customer shall be 
responsible for the same on receipt of evidence of demand and non payment by such other person when due. 

(C) On all amounts overdue to the Company, the Company shall be entitled to interest calculated at 4 per cent above base rate of the Company’s Bank 
applicable during the period that such amounts are overdue.  
Liberties and Rights of the Company 

18. The Company shall be entitled, except insofar as has been otherwise agreed in writing, to enter into contracts on behalf of itself or the Customer and 

without notice to the Customer. 
(A) For the carriage of Goods by any route, means or person, 

(B) For the carriage of Goods of any description whether containerised or not on or under the deck of any vessel, 

(C) For the storage, packing, transhipment, loading, unloading or handling of Goods by any person at any place whether on shore or afloat and for any length 
of time, 

(D) For the carriage or storage of Goods in containers or with other goods of whatever nature, 

(E) For the performance of its own obligations and to do such acts as in the opinion of the Company may be necessary or incidental to the performance of the 
Company’s obligations. 

19. (A) The Company shall be entitled but under no obligation, to depart from the Customer’s instructions in any respect if in the opinion of the Company there is a 
good reason to do so in the Customer’s interest and it shall not thereby incur any additional liability. 

(B) The Company may at any time comply with the orders or recommendations given by any Authority. The responsibility of the Company in respect of the 
Goods shall cease on the delivery or other disposition of the Goods in accordance with such orders or recommendations. 

20. If at any time the performance of the Company’s obligations, in the opinion of the Company or any person whose services the Company makes use of, is or 
is likely to be affected by any hindrance, risk, delay, difficulty or disadvantage whatsoever and which cannot be avoided by reasonable endeavours by the 

Company or such other person, the Company may, on giving notice in writing to the Customer or Owner or without notice where it is not reasonably 
possible to give such notice, treat the performance of its obligations as terminated and place the Goods or any part of them at the Customer or Owner’s 
disposal at any place which the Company may deem safe and convenient, whereupon the responsibility of the Company in respect of the Goods shall 

cease. The Customer shall be responsible for any additional costs of carriage to and delivery and storage at such place and all other expenses incurred by 
the Company. 

21. If delivery of the Goods or any part thereof is not taken by the Customer or Owner at the time and place when and where the Company, or any person 
whose services the Company makes use of, is entitled to call upon the Customer or Owner to take delivery thereof, the Company or such other person 
shall be entitled to store the Goods in the open or under cover at the sole risk and expense of the Customer. 

22. Notwithstanding clauses 20 and 21, the Company shall be entitled but under no obligation at the expense of the Customer payable on demand and without 

any liability to the Customer or Owner, to self or dispose of 
(A) on giving 21 days notice in writing to the Customer all Goods which in the opinion of the Company cannot be delivered as instructed, and 
(B) Without notice Goods, which have perished, deteriorated or altered, or are in immediate prospect of doing so in a manner which has caused or may be 

reasonably expected to cause loss or damage to any person or property or to contravene applicable regulations. 

23. The Company shall have a particular and general lien on all Goods or documents relating to Goods in its possession for all sums due at  
any time from the Customer or Owner and on giving 28 days notice in writing to the Customer, shall be entitled to sell or dispose of such Goods, or 
documents at the expense of the Customer and without liability to the Customer and Owner and apply the proceeds in or towards the payment of such 
sums. 

24. The Company shall be entitled to retain and be paid all brokerages, commissions, allowances and other remunerations customarily retained by or paid to 
freight forwarders. 

25. The Company shall have the right to enforce against the Owner and the Customer jointly and severally any liability of the Customer under these Conditions 
or to recover from them any sums to be paid by the Customer which upon demand have not been paid. 

 Containers 
26. (A) If a Container has not been packed or stuffed by the Company, the Company shall not be liable for loss of or damage to the contents if  

Caused by: 
(i) The manner in which the Container has been packed or stuffed, 

(ii) The unsuitability of the contents for carriage in containers, unless the Company has approved the suitability. 
(iii) The unsuitability or defective condition of the Container provided that where the Container has been supplied by or on behalf of the Company this 

paragraph (iii) shall only apply if the unsuitability or defective condition arose (a) without any negligence on the part of the Company or (b) would 
have been apparent upon reasonable inspection by the Customer or Owner or person acting on behalf of either of them, 

(iv) If the Container is not sealed at the commencement of the Carriage except where the Company has agreed to seal the Container. 
(B) The Customer shall defend, indemnify and hold harmless the Company against all liability, loss, damage, costs and expenses arising from one or more of 

the matters covered by (A) above except for (A)(iii)(a) above. 
(C) Where the Company is instructed to provide a Container, in the absence of a written request to the contrary, the Company is not under an obligation to 

provide a Container or any particular type or quality. 
General Liability 

27. (A) Except insofar as otherwise provided by these Conditions, the Company shall not be liable for any loss or damage whatsoever arising 
 from: 

(a) The act or omission of the Customer or Owner or any person acting on their behalf, 
(b) Compliance with the instructions given to the Company by the Customer, Owner or any other person entitled to give them, 
(c) Insufficiency of the packing or labelling of the Goods except where such service has been provided by the Company, 
(d) Handling, loading, storage or unloading of the Goods by the Customer or Owner or any person acting on their behalf, 

(e) Inherent vice of the Goods, 
(f) Riots, civil commotions, strikes, lockouts, stoppage or restraint of labour from whatsoever cause, 
(g) Fire, flood or storm, or 
(h) Any cause which the Company could not avoid and the consequences whereof it could not prevent by the exercise of reasonable diligence. 

(B) Subject to clause 15, howsoever caused the Company shall not be liable for loss or damage to property other than the Goods themselves, indirect or 

consequential loss or damage, loss of profit, delay or deviation. 
Amount of Compensation 

28. Except insofar as otherwise provided by these Conditions, the liability of the Company, howsoever arising, and notwithstanding that the cause of loss or 
damage be unexplained shall not exceed the following 

(A) in respect of all claims other than those subject to the provisions of sub-clause (B) below, whichever is the least of 
(i) The value of, or 
(ii) A$2.50 per gross kilogram of, 
The Goods lost, damaged, misdirected, misdelivered or in respect of which a claim arises. 

(B) In respect of claims for delay where not excluded by the provisions of these Conditions, the amount of the Company’s charges in respect of the Goods 
delayed. 

29. (A) Compensation shall be calculated by reference to the invoice value of the Goods plus freight and insurance if paid. 
(B) If there be no invoice value for the Goods, the compensation shall be calculated by reference to the value of such Goods at the place and time when they 

were delivered to the Customer or Owner or should have been so delivered. The value of the Goods shall be fixed according to the current market price, or, 
if there be no commodity exchange price or current market price, by reference to the normal value of goods of the same kind and quality. 

30. By special agreement in writing and on payment of additional charges, higher compensation may be claimed from the Company not  
Exceeding the value of the Goods, or the agreed value, whichever is the lesser. 

Notice of loss, Time Bar 
31. (A) The Company shall be discharged of all liability unless: 

(i) Notice of any claim is received in writing by the Company or its agent within 14 days after the date specified in (B) below or within a 
 reasonable time after such date if the Customer proves that it was impossible to so notify, and 

(ii) Suit is brought in the proper forum and written notice thereof received by the Company within 9 months after the date specified in (B) below. 
(B) (i) in the case of loss or damage to Goods, the date of delivery of the Goods, 

(ii) In the case of delay or non-delivery of the Goods, the date that the Goods should have been delivered, 
(iii) In any other case, the event giving rise to the claim. 

General Average 
32. The Customer shall defend, indemnify and hold harmless the Company in respect of any claims of a General Average nature which may be made on the 

Company and the Customer shall provide such security as may be required by the Company in this connection. 
Miscellaneous 

33. Any notice served by post shall be deemed to have been given on the third day following the day which it was posted to the address of the recipient of such 
notice last known to the Company. 

34. The defences and limits of liability provided for by these Conditions shall apply in any action against the Company whether such action be founded in 
contract or in tort. 

35. If any legislation is compulsorily applicable to any business undertaken these Conditions shall as regards such business, be read as subject to such 
legislation and nothing in these Conditions shall be construed as a surrender by the Company of any of its rights or immunities or as an increase of any of 
its responsibilities or liabilities under such legislation and if any part of these Conditions be repugnant to such legislation to any extent such part shall as 
regards such business be over-ridden to that extent and no further. 

36. Headings of clauses or groups of clauses in these Conditions are for indicative purposes only. 
 Jurisdiction and Law 
37. These Conditions and any claim or dispute arising out of or in connection with the services of the Company shall be subject to Australian law and the 

exclusive jurisdiction of the Australian courts. 

PART II: COMPANY AS AGENT 
 Special Liability and Indemnity Conditions 
38. (A) To the extent that the Company acts as an agent, the Company does not make any contract with the Customer for the carriage, storage or  

Handling of the Goods nor for any other physical service in relation to them and acts solely on behalf of the Customer in securing such services by 

establishing contracts with third parties so that direct contractual relationships are established between the Customer and such third parties. 
(B) The Company shall not be liable for the acts and omissions of such third parties referred to in sub-clause (A) above. 

39. (A) The Company when acting as an agent has the authority of the Customer to enter into contracts on the Customer’s behalf and to do such  
Acts so as to bind the Customer by such contracts and acts in all respects notwithstanding any departure from the Customer’s instructions. 

(B) Except to the extent caused by the Company’s negligence, the Customer shall defend, indemnify and hold harmless the Company in respect of all liability, 
loss, damage, costs, or expenses arising out of any contracts made in the procurement of the Customer’s requirements in accordance with clause 38. 
Choice of Rates 

40. Where there is choice of rates according to the extent or degree of liability assumed by persons carrying, storing, handling the Goods, no declaration of 

value where optional will be made unless otherwise agreed in writing. 
PART III: COMPANY AS A PRINCIPAL 

Special Liability Conditions 
41. To the extent that the Company contracts as principal for the performance of the Customer’s instructions, the Company undertakes to perform or in its own 

name to procure the performances of the Customer’s instructions and subject to the provisions of these Conditions shall be liable for the loss of or damage 
to the Goods occurring from the time that the Goods are taken into its charge until the time of delivery. 

42. Where the Company contracts as a principal and sub-contracts the performance of the Company’s services and it can be proved that the loss of or damage 
to or in respect of the Goods arose or was caused whilst the Goods were in the care or custody of the sub-contractor, the Company shall have the full 

benefit of all rights, limitations and exclusions of liability available to such sub-contractor in the contract between the Company and such sub-contractor and 
in any law, statute or regulation and the liability of the Company shall not exceed the amount recovered, if any by the Company from sub-contractor. 

43. Notwithstanding other provisions in these Conditions, if it can be proved where the loss of or damage to the Goods occurred, the Company’s liability shall 
be determined by the provisions contained in any international convention or national law, the provisions of which 

(A) Cannot be departed from by private contract, to the detriment of the claimant, and 
(B) Would have applied if the claimant had made a separate and direct contract with the actual provider of the particular service in respect of that service or 

stage of carriage where the loss or damage occurred and received as evidence thereof any particular document which must be issued if such international 
convention or national law shall apply. 

44. Notwithstanding other provisions in these Conditions, if it can be proved that the loss of or damage to the Goods occurred at sea or inland waterway and 
the provisions of clause 42 do not apply, the Company’s liability shall be determined by the Hague-Visby Rules. Reference in the Hague-Visby Rules to 
carriage by sea shall be deemed to include reference to carriage by inland waterways and the Hague-Visby Rules shall be construed accordingly. 

45. Notwithstanding the provisions of clauses 42, 43 and 44 if the loss or damage to the Goods occurred at sea or on inland waterways, and the Owner 

Charterer or operator of the vessel establishes a limitation fund, the liability of the Company shall be limited to the proportion of the said limitation fund 
allocated to the Goods. 

46. Air Carriage 
If the carriage acts as a principal in respect of a carriage of Goods by air, the following notice is hereby given: 

If the Company involves an ultimate destination of stop in a country other than the country of departure, the Warsaw Convention may be 
applicable and the Convention governs and in most cases limits the liability of carriers in respect of loss of or damage to cargo. Agreed stopping 
places are those places (other than the places of departure and destination) shown under requested routing and/or those places shown in 
carriers timetables as scheduled stopping places for the route. The address of the first carrier is the airport of departure. 

47. Both to Blame Collision Clause 
The Current Both to Blame Collision Clause as adopted by BIMCO is incorporated in these conditions. 

48. USA and/or Canada Clause 
(A) With respect to transportation within USA or Canada, the responsibility of the Company shall be to procure transportation by carrier’s (one or more) and 

such transportation shall be subject to such carrier’s contracts and tariffs and any law compulsorily applicable. The Company guarantees the fulfilment of 
such carrier’s obligations under their contracts and tariffs. 

(B) If and to the extent that the provisions of the Harter Act of the USA 1893 would otherwise be compulsorily applicable to regulate the Company’s 
responsibility for the Goods during any period prior to loading on or after discharge from the vessel on which the Goods are to be or have been carried, the 

Company’s responsibility shall instead be determined by the provisions of these Conditions, but if such provisions are found to be invalid such responsibility 
shall be determined by the provisions in the Carriage of Goods by Sea Act of the USA Approved 1936.

 

 
 

MELBOURNE: 28-32 Sky Road, Melbourne Airport VIC 3045, PO Box 1328, Tullamarine VIC 3043  
Tel: +61 3 9330 3303 Fax: +61 3 9330 3337 Email: expoeasy@agilitylogistics.com      
SYDNEY: 11-15 Gould Street, South Strathfield NSW 2136; PO Box 5485 Chullora NSW 2190 
Tel: +61 2 8755 8899 Fax: +61 2 9642 6899 Email: expohelp@agilitylogistics.com 
BRISBANE: 175 Eagle Farm Road, Pinkenba QLD 4008; PO Box 1571 Eagle Farm QLD 4009 
Tel: +61 7 3291 8646 Fax: +61 7 3291 8650 Email: expohelp@agilitylogistics.com 
PERTH: 21 Mounts Bay Road, Perth WA 6000. PO Box 7451 Cloisters Square Perth WA 6850  
Tel: +61 8 9338 0341 Fax: +61 8 9338 0493 Email: expohelp@agilitylogistics.com 
Web: www.agilitylogistics.com 

 

tel:+617
mailto:expohelp@agilitylogistics.com
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http://www.agilitylogistics.com/


RIGGING-

OVERHEAD LIGHTING FORM

BANNER &

description eg. banner/sign

any item to be rigged will be subject to approval from Clifton Productions licensed riggers and managment

total weight Kg’s dimensions l/h/w mts

does the banner/s have eyelets       sleeves

would you like Clifton Productions to phone you to discuss your lighting requirements? YES       NO

a floorplan of your stand, with locations of items to be rigged and areas requiring lighting, should be
attached to this form. also indicate stand orientation relative to loading dock. floorplan attached YES

material eg. vinyl/timber/steel

are CP to supply poles       x1       x2       per banner

Phone

03 9416 6844
Fax

03 9484 8166
email

nic@cprig.com.au

*company: *onsite contact no.:

contact name:

phone:

suburb:

state: postcode:

street:

fax: email:

*stand name:

*stand no.:

CONTACT DETAILS ONSITE DETAILS

lighting required

requirements- rigging banner, sign, other            - lighting

OR type and qty X

stand size: x

general stand product highlight moving/ gobocoloured/ LED

venue MCEC

*exhibition Mind Body Spirit

Form to be submitted by 4th November, 2011
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Notification to Operate a Temporary Food Premises 
 
 

INTRODUCTION  
Prior to every Event you attend you must complete and submit this form at least 14 days prior to the Event. 

Should you have any further enquiries or need help in completing the notification form, please contact the 
Health Services Branch on ( 9658 8858. 
 

PROPRIETOR DETAILS  

Proprietor’s Name (Person[s] or Company): 

Proprietor’s Address: 

Mailing Address: Postcode: 

Contact Name: 

Telephone: Mobile: Fax: 

Email: ABN : 
 
Does your food business fall under the following category: (tick only if appropriate) 

¹ Not for profit Organisation  ¹ Community Group  ¹ Charity Organisation 
 

EVENT DETAILS  
Name of Event: Date of Event: 

Location of Event:  Site Number: 

Time the event begins and ends 

Start:   End: 
 

PREMISES DETAILS 
Trading Name : 

City of Melbourne Health Services Registration/Notification Number:   

My business is: (Tick appropriate circle) 

¹ An outdoor temporary structure (covered), eg marquee, tent. 

¹ A Mobile Food Vehicle with a current Victorian Food Act Registration. You will need to submit a 
photocopy of the Certificate of Food Act Registration with the Council the vehicle is currently 
registered with. Address where vehicle is garaged:_________________________________________ 

¹ Trestle table for pre-packaged food only. 

¹  A Stall within a Building. 
 

My business will be selling/giving away (Tick appropriate circle) 

¹ Hot cooked/reheated food   List Food:  

¹ Cold prepared food List Food:  

¹ Drinks/Beverages   List Food:  

¹ Pre-Packaged low risk food List Food:  

¹ Tastings of pre-packaged food List Food:  

¹ Show Bags   List Food:  
 

 

PLEASE TURN OVER 
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My business has the following facilities 
 

Storage facilities that will be onsite. (Tick appropriate circles) 

¹ Refrigerator  ¹ Refrigerated display unit  ¹ Esky with ice and/or ice bricks 

¹ Coolroom  ¹ Freezer  ¹ Bain marie 

¹ Pie Warmer  ¹ Other (please specify)___________________________________________ 
 
Cooking facilities that will be onsite. (Tick appropriate circles) 
¹ Deep fryers  ¹ Ovens  ¹ Grill/BBQ  

¹ Microwave  ¹ Other (please specify)___________________________________________ 
 
Hand washing facilities that will be onsite. (Tick one circle)  
¹ Portable sink with warm running water, liquid soap and single use paper towels with waste water disposal. 

¹ Plastic container with warm running water with a tap at its base, heating element (eg urn or kettle) liquid soap and 
single use paper towels and a bucket for the collection of wastewater. 

‘No wash’ hand gels may be used in addition to hand washing facilities but are not sufficient on their own. 
 
Equipment washing facilities that will be onsite. (Tick appropriate circles) 

¹ Portable double bowl sink units, with hot and cold water connected to waste water disposal.  

¹ Plastic container with warm running water with a tap at its base, heating element (eg urn or kettle) detergent, 
sanitiser and a bucket for the collection of wastewater. 

¹ Providing a sufficient supply of utensils for the duration of the event. 

¹ Access to a communal double bowl sink facility organised by the Event Coordinator. 
 
Food Safety Program/Records and a probe thermometer  
The above mentioned items must be kept onsite if you are operating a Class 2 or 3 premises.  
 
Proprietor’s Signature:                           Date: 
 

PROPRIETOR CONSENT (OPTIONAL) 
 
I (PRINT NAME) ________________________________being the proprietor of this temporary food premises, consent 

the disclosure to ______________________________(NAME OF EVENT ORGANISER/VENUE MANAGEMENT), all 

information or publication of documents relating to the temporary food premises which may be revealed or obtained as a 

result of an inspection and sampling conducted in relation to the Food Act 1984 during the 

_______________________________(NAME OF EVENT) by authorised officers of the City of Melbourne, Health 

Services Branch. 
 
I understand and acknowledge that the information provided is true and complete to be best of my knowledge. 

This notification is a legal document and penalties exist for providing false or misleading information. 

Proprietor’s Signature: Date: 
 
In person to: By mail to: 
Health Services Branch Health Services Branch 
Council House 2   City of Melbourne,  
Level 3  PO Box 1603, 
240 Little Collins Street  Melbourne VIC 3001 
Melbourne VIC 3000 
 
OR Telephone enquiries: Fax Number 
 
Melbourne Town Hall 03) 9658 8858 03) 9658 8830 
Swanston Street  Melbourne  3000 
 





To help us have your stand ready in time, please sketch a diagram of your stand showing the exact location 

of your requirements, ie: Sink/basin or air/water points for machines. Mark in walls,back, front or side of the stand.

Name of Event: Date of Event:

Company Name: Stand No:       

Raised floor:    Yes/No

Height:

Date Laid:

Time Laid:

Cheque Visa
Note: 1.25% surcharge for payments over $5,000.00

_ _ _ _   _ _ _ _   _ _ _ _   _ _ _ _

_ _ / _ _

__________ Card Holder's Signature: _________________

1. No person or contractor will be allowed to carry out plumbing on any of our hire fittings other than our own staff.

2. Not all stands are located near water, waste and gas outlets so please check if your stand can be connected with the services

you require.

3. All quotations will include installation and dismantling charges, plus servicing but only to our HIRE FITTINGS and

INSTALLATION.

4. Invoices for water, waste,air and/or gas will be issued before the show. Payment must be made prior to installation. 

Preference will be given to paid Exhibitors.

5. All installations applied for will be charged whether used or not.

6. All care will be taken but no responsibility for damages or injury incurred by our installation or hire fittings to any person or

persons or equipment.

7. All applications must be signed, before work is carried out. Sign bottom of this sheet.

8. Owners sink and hot water system, water and waste connection only. All plumbing on your sink and hot water system

must meet Plumbing Code Regulations before we hook it up.

9. Gas Requirements. (LPG only) One 9kg bottle per appliance. Bottle must have current date stamp. No spare bottles to be kept

on stand. Connections must be hard piped or approved flexible connections. No rubber hoses. Bottle must be connected and

disconnected at the start and finish of each day and must be taken out of Hall. This should be done by a licensed

Gasfitter and be electronically tested every time. We provide this service and an onsite filling station. We have a steel lockable

cage for gas bottle storage. Connect & disconnect 9kg bottle (Cost $40 / day per bottle). Supply gas (Cost $70 / 9kg Bottle).

We agree and understand the conditions of this contract. Signed

       All equipment is supplied on a hire basis. Price includes hire, installation and removal.

All FORMS and PAYMENTS  must be returned to F.Wood & Son Pty Ltd prior to installation.

                                                                 **IMPORTANT**

Mastercard

Cash / Cheque(Payable to F.Wood & Son Pty Ltd) / Mastercard / Visa

                          Back of Stand

                          Each square is 1m x 1m

Please note: Any changes after installation will be charged accordingly

PAYMENT OPTIONS

** 20% Surcharge may be applicable to late orders

**Pit access fees may apply dependant on venue

Account No: 

Expiry Date:

Card Holder's Name: __________________

**CONDITIONS OF SUPPLY OF WATER,WASTE,AIR AND/OR GAS**

**Should works need to be undertaken outside normal working hours, please contact our office for a quote




