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Procedure for Delivery/Removal of Equipment and Exhibits
BEFORE DELIVERY to the territory of Expocentre Fairgrounds: 
Step 1. Become acquainted with the Procedure for Admission of Cargo Transport to the Area of the Third Traffic Ring and get the pass, see the details.
Step 2. Prepare the required documents: 
1) the General Power of Attorney (D.01) or the Power of Attorney issued to a freight driver or a person accompanying the freight (D.01A);
2) the Delivery/Removal Permit Application/Letter (D.03) in twofold. 
This should be issued on the company letterhead or a consignment note, and signed and stamped by the Director of the company. 

Alongside exhibits and equipment the application should list all household items and appliances, and office equipment to be delivered to the exhibition site.
3) One entry pass for a participant’s vehicle (D.06) and/or the vehicle of the installation company (D.07).
	Important! Attach veterinary accompanying documents (veterinary certificates Form No.4 or Form No.2) to the food products of animal origin (milk, dairy, meat, meat products, poultry, by-products and derived products such as eggs, fish, seafood, honey) intended for showcasing at the exhibition. 


Step 3. Submit D.03 Form by email dispetcher@expocentr.ru IN ADVANCE. For details, concerning the issuance of the Form, contact +7 (499) 795-38-61.
Step 4. If required, get authorization for the delivery of your exhibits and equipment (Appendix No. 1) from:
1) Fire Station No. 160 - for exhibits, stand structures and materials; 

2)
Engineering and Technical Department - for heavy and large exhibits;

3)
Exhibition Management – for chemically, biologically and ecologically dangerous materials; technological processes and equipment potentially destructive of health and life of exhibitors and visitors to the show; suspension points for exhibits and advertising; 

4)
Service Bureau for the delivery of a third party presentation equipment, as well as radio electronic and high frequency devices;

5)
Expoconsta ZAO for stand layout, number of floors, stand structures, construction elements and materials, and electrical, plumbing and rigging works etc;

Step 5. REGISTER the completed one entry pass for the participant’s vehicle (D.06) and/or the vehicle of the installation company (D.07) IN ADVANCE at the Pavilion Management Offices*,  Service Bureau Office or Exhibition Management Office.
In case you cannot get it in advance, complete the pass and register it at the Pavilion Management Office, Service Bureau Office or Exhibition Management Office.

*The passes are issued and registered at the Pavilion Management Offices where your stand is located. The exceptions are the stands located in Pavilions Nos. 4, 6, Central Pavilion and Centre-Forum. You can get the passes in the pavilions located near them (see the table below).
To get and/or register the pass, submit the General Power of Attorney (D.01) and/or the Power of Attorney (D.01A) issued to a freight driver, the Permit Applications (D.03) in twofold, a completed one entry pass for a participant’s vehicle (D.06) and/or the vehicle of the installation company (D.07).  
(1 copy of the Permit Application is for you; 1 copy is to be submitted to the Pavilion Management Office)
In case of additional delivery of exhibits and exhibition equipment only, get ONE ENTRY PASS for a participant’s vehicle (D.06) and/or the vehicle of the installation company (D.07) at Control Station No.1 at Entrance Gate No.1 and Control Station No.2 at Entrance Gate No.2 of Expocentre Fairgrounds. 
The Control Stations Open Hours (last 2 build-up days): from 8 a.m. to 8 p.m.
	For Pavilions
	Pavilion Manager
	Landline

	Pavilions No. 1, Central
	Pavilion No. 1
	+7 (499) 795-24-08

	Pavilion Nos. 2, 6, 8
	Pavilion No. 2
	+7 (499) 795-25-18;

+7 (499) 795-25-47

	Pavilion No. 3
	Pavilion No. 3
	+7 (499) 795-25-56

	Pavilion No. 5
	Pavilion No. 5
	+7 (499) 795-21-92

	Pavilions Nos. 4, 7
	Pavilion No. 7
	+7 (499) 795-28-81;

+7 (499) 795-26-62

	Forum Pavilion, CENTRE-FORUM
	Forum Pavilion
	+7 (499) 795-25-04


Pavilions are open:

	Build-up period
	February 4 – 9 from 8 a.m. to 8 p.m.

	Exhibition period
	February 10 – 14 from 8 a.m. to 8 p.m.

	Dismantling period
	February 15 – 17 from 8 a.m. to 8 p.m.


To get extra working hours in the Pavilion you need to apply to the Pavilion Management where your stand is located (the service is chargeable, check the Rates for Services)
Access, Delivery/removal of exhibits, LOADING/unloading

Delivery access to the territory of Expocentre Fairgrounds for stand building contractors and exhibitors is allowed for freight vehicles STARTING FROM 10 p.m. ON FEBRUARY 3, 2014 AND AT DAYTIME AND OVERNIGHT THROUGHOUT THE BUILD-UP PERIOD (see the table). 
DELIVERY ACCESS:
	Build-up
	

	Freight vehicles 
	February 3, 2014 from 10 p.m. 

February 4 – 8, 2014 upon arrival 

February 9, 2014 – till 7.30 p.m.

	Light vehicles carrying FREIGHT exceeding 40 kg*
	February 4 – 9, 2014 from 3 p.m. to 7.30 p.m.
by one entry passes
February 4 – 9, 2014 from 8 a.m. to 7.30 p.m.

by a paid-for passes


REMOVAL ACCESS:
	Dismantling
	

	Freight vehicles 
	February 14, 2014 from 10 p.m.
February 15 – 16, 2014 upon arrival

February 17, 2014 – till 7.30 p.m.

	Light vehicles carrying FREIGHT exceeding 40 kg*
	February 14, 2014, from 5 p.m. to 7.30 p.m.
February 15 – 17, 2014, from 8 a.m. to 7.30 p.m.


IMPORTANT!

During built-up and dismantling periods in the process of loading/unloading, parking of light vehicles is allowed only in special parking areas. 

Once the exhibits and equipment have been loaded, the vehicle must leave the venue immediately.
Time slot for loading/unloading.
	Time for loading/unloading
	30 min.
	1 hour
	2 hours
	3 hours
	3.5 hours

	Loading capacity
	light
	1-3.5 tonnes
	4-9 tonnes
	10-15 tonnes
	20 tonnes


For build-up and dismantling periods you can get a chargeable pass for the exhibitor’s light vehicle. It allows the exhibitor’s vehicle to be at Expocentre Fairgrounds from 8 a.m. to 8 p.m. Overnight parking at Expocentre Fairgrounds is prohibited. 
For further inquiries, please call +7 (499) 795-37-79.
• All exhibits must be delivered to the exhibition site not later than 5 p.m. of the last build-up day (February 9, 2014).

• On the opening day, small items may be brought to the venue STRICTLY between 8 a.m. and 9.30 a.m.

Additional deliveries of office equipment and exhibits during the exhibition are limited to the periods between 8 a.m. and 9.30 a.m. and between 6 p.m. and 7.30 p.m.
All goods (exhibits) must be unpacked and empty packaging and construction leftovers must be removed from the venue not later than 6 p.m. on February 9, 2014.
Should any questions arise, please contact:
-- Open Area Management, tel. +7 (499) 795-38-61

-- Exhibition Management Team, tel.: +7 (499) 795-37-35, 795-27-98, 795-41-26, 795-41-24
-- Service Bureau, tel.: +7 (499) 795-37-79

To streamline logistics during the build-up and dismantling periods, Parking Lot No.4 of Expocentre Fairgrounds (see the venue plan below) has a free-of-charge SPECIAL PARKING AREA which is open round the clock. 

	Attention! SPECIAL PARKING AREA is intended strictly for fright vehicles.


OVERNIGHT (from 8 p.m. to 7 a.m.) – strictly to the SPECIAL PARKING AREA through Entrance Gate No. 2 (from 1st Krasnogvardeisky proyezd).
DAYTIME (from 8 a.m. to 8 p.m.) 

If there is No one-entry pass isSUED in ADVANCE and/or free parking spaces near the Pavilions – strictly to the SPECIAL PARKING AREA through Entrance Gate No. 1 and Entrance Gate No. 1.
Given that one-entry passes have been issued IN ADVANCE and free parking spaces are available near the Pavilions, access is allowed to the Pavilion directly (highlighted in the table). 
	
	Access
	Removal

	Pavilion No. 1
	Entrance Gate No. 9
	Entrance Gate No. 5

	Pavilions No. 2
	Entrance Gate No. 2
	Entrance Gate No. 5

	Pavilion No. 2 Halls 4, 5 

(lower and main levels, height restriction is 2,7 m) 
	Entrance Gate No. 5
	Entrance Gate No. 5

	Pavilion No. 3
	
	

	Upper level
	Entrance Gate No. 2
	Entrance Gate No. 5

	Lower level
	Entrance Gate No. 2
	Entrance Gate No. 1

	Pavilion No. 4
	
	

	          - light vehicles
	Entrance Gates No. 1 and 2
	Entrance Gate No. 5

	          - small-load vehicles
	Entrance Gates No. 1 and 2
	Entrance Gate No. 5

	          - freight vehicles
	Entrance Gate No. 9
	Entrance Gate No. 5

	Pavilion No. 5
	Entrance Gate No. 9
	Entrance Gate No. 5

	Pavilion No. 6
	Entrance Gate No. 2
	Entrance Gate No. 5

	Pavilion No. 7 Halls 1 and 2
	
	

	          - light vehicles
	Entrance Gates No. 1 and 2
	Entrance Gate No. 1

	          - small-load vehicles
	Entrance Gates No. 1 and 2
	Entrance Gate No. 1

	          - freight vehicles
	Entrance Gate No. 2
	Entrance Gate No. 1

	Pavilion No. 7 Halls 3, 4, 5, 6
	
	

	          - light vehicles
	Entrance Gates No. 1 and 2
	Entrance Gate No. 1 and 5

	          - small-load vehicles
	Entrance Gates No. 1 and 2
	Entrance Gates No. 1 and 5

	          - freight vehicles
	Entrance Gate No. 9
	Entrance Gate No. 5

	Pavilion No. 8
	Entrance Gate No. 9
	Entrance Gate No. 5

	Pavilion No. 8 Hall 4                            

(lower and main floors, height restrictions are restricted to 2,7)
	Entrance Gate No. 8
	Entrance Gate No. 8

	Forum Pavilion 
	Entrance Gate No. 21
	Entrance Gate No. 21

	Open Areas, Central and CENTRE-FORUM
	Entrance Gate No. 9
	Entrance Gate No. 5
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ACCESS/REMOVAL 
pre-issued one entry pass is in place:
Step 1. Hand over a completed one entry pass and 1 copy of the Delivery/Removal Permit Application (D.03) to the security guard at the Entrance Gate and submit your vehicle for a security inspection. 

Step 2. 
Overnight: Get permission from the security guard to enter the venue and proceed to the SPECIAL PARKING AREA (see the layout above).
Daytime: From 7 a.m. and throughout the whole build-up/dismantling period check with security guards if there are any free parking spaces near the Pavilion and find out your loading/unloading time slot. If there are free spaces, proceed to the Pavilion.  

If there are no free spaces for loading/unloading, proceed to the SPECIAL PARKING AREA (see the layout above). Security guards will inform you of the possibility to drive up to the Pavilion for unloading.
No one entry pass isSUED in ADVANCE:

Step 1. Show the documents, confirming that the freight you are delivering is for an exhibitor, taking part in the Prodexpo’2014 International Exhibition, being held at Expocentre Fairgrounds including the General Power of Attorney (D.01) or the Power of Attorney issued to a freight driver (D.01A) and 1 copy of the Delivery/Removal Permit Application (D.03) to the security guard, and submit your vehicle for a safety inspection.

Step 2. Get permission to enter the venue from the security guard and proceed to the SPECIAL PARKING AREA (check the layout). 
Step 3. 
Overnight: From 8 a.m. and throughout the whole build-up/dismantling period you may approach the Pavilion Management, and submit the General Power of Attorney (D.01) or the Power of Attorney issued to a freight driver (D.01A), and 1 copy of the Delivery/Removal Permit Application (D.03).

Daytime: Approach the Control Station Operator, Pavilion Manager, Exhibition Management Office or Service Bureau, show the General Power of Attorney (D.01) or the Power of Attorney issued to a freight driver (D.01A) and 1 copy of the Delivery/Removal Permit Application (D.03), documents relating to the vehicle and get your one entry pass.
Step 4. Check with security guards if there are any free parking spaces at the Pavilion and find out your loading/unloading time slot. If there are free spaces available, proceed to the Pavilion directly.

If there are no free spaces for loading/unloading, proceed to the SPECIAL PARKING AREA (see the layout above). Security guards will inform you of the possibility to drive up to the Pavilion for unloading.
LOADING/Unloading
Delivery/Removal of exhibits and office equipment as hand-held items to/from the territory of Expocentre Fairgrounds is arranged by one entry passes. 
Step 1. To unload the vehicle, submit the one entry delivery/removal pass and 2 copies of the completed Delivery/Removal Permit Application (D.03) to the Manager of the Pavilion. (1 copy of the Permit Application is for you; 1 copy is to be submitted to the Pavilion Management Office)

Step 2. Submit 1 copy of the Delivery/Removal Permit Application (D.03) to the Manager of the Pavilion and have the time of departure from the venue marked by them on the one entry pass. Without this mark the security guards at the Entrance Gate won’t let you leave the venue.
Step 3. When leaving the venue, hand over the one entry pass to the security guards. If you have exceeded the allotted loading/unloading time, the vehicle can be detained by the Pavilion Management to clarify the reasons why that happened.
SAMPLE FORMS









Appendix No.1

Appendix

Exhibits Requiring Authorization to Be Delivered to Expocentre Fairgrounds:

1. Fire Station No. 160

1.1. Radioactive, flammable and explosive items and materials

1.2. Exhibits and technology associated with fire risk: naked flames, welding, gas and plasma cutting, soldering 

1.3. Fuels and lubricants, inflammable and volatile liquids, solvents

1.4. Containers and tanks with flammable and high-pressure gases 

1.5. Structures and materials used in stand construction.
2. Engineering and Technical Division

2.1. Exhibits whose weight exceeds 5 tonnes

2.2. Floor loadings exceeding 2.5 tonnes per 1 sq. m

2.3. Large exhibits exceeding the height and width of the Pavilion entrance gate.
3. Exhibition Management Team

3.1. Chemically, biologically and ecologically dangerous substances

3.2. Production technology and equipment potentially dangerous for health and life of exhibitors and visitors

3.3. Suspension points for exhibits and advertising. 

4. Service Bureau

4.1. Radio electronic and high-frequency devices

4.2. LCDs and plasma screen displays, powerful projection equipment, and sound and light amplifying equipment 

5. Expoconsta ZAO

5.1. Stand structures (wall panels, carpeting, stand accessories and decorative items etc.)
5.2. Stand layout, number of floors, construction materials and structures, electrical, plumbing and rigging works, etc.

5.3. Exhibits and banners that require suspension from the ceiling of the Pavilion.
Appendix No.2 

D.01
To be printed on the letterhead of the company

that is party to the Participation Contract with Expocentre
Please, issue in quintuplicate
Power of Attorney No.

Issued Date _____________________

(dd-mm-yyyy)
Expiry Date _____________________

(dd-mm-yyyy)
________________________________________________________________________________________

(Company name and address)

________________________________________________________________________________________

(Payer name and address)

Bank Account No. ____________________________
in __________________________________________

(Bank name)

hereby authorizes _______________________________________________________________________






(Full name, job title)

Passport No. _________________________________________________

Issued by _________________________________________
 Issued Date ____________________________

1) to sign documents listed below:

· Application for Participation in the Exhibition,

· Contract for Participation in the Exhibition,

· Contract for Holding Congress Events,

· Acceptance Statement for Rented Exhibition Space,

· Orders for Additional Services,

· Acceptance Reports.

2) to receive from Expocentre the listed below documents for participation in PRODEXPO’2014:

· Exhibitor Passes,

· Work Passes (valid during build-up and dismantling only),

· Vehicle Passes.

3) to sign other documents and perform other actions related to participation in the exhibition, including compliance with fire and safety regulations, and other statutory regulations and requirements, to receive orders, proposals, protocols and statements of administrative offences and violations from state inspecting and oversight bodies, to settle payments, etc.*
Recipient’s Signature ______________________________________________________________________

Company Director ________________________________


____________________

(Full name)





(Signature)








+

Chief Accountant _____________________________


________________________________

(Full name)





(Signature)

Company Stamp

* According to Russian Federal Law No. 69-FZ d.d. 21 December 1994, if the exhibiting company does not appoint a member of staff responsible for the compliance with the fire regulations on stand, the said responsibility will rest with the Director of the exhibiting company. 
In case the delivery/removal process is run by the financially accountable person he/she shall only be issued with this Power of Attorney (in quintuplicate).
Please, note:

In case the delivery/removal process is run by a financially accountable person they shall only be issued with this Power of Attorney (in quintuplicate).
Clarification Remark: You need 5 original copies of the Power of Attorney: 2 copies to enter and leave the venue, 1 copy to get passes, 1 - to get documents, 1 - to pay for additional services and 1 to order additional equipment.

Appendix No.3

D.01 А
For a freight driver or a person accompanying the freight

To be issued in twofold on the exhibitor’s letterhead 

and show the name of the paying company under the Participation Contract.
Power of Attorney No.

Issued Date _____________________

(dd-mm-yyyy)

Expiry Date _____________________

(dd-mm-yyyy)

____________________________________________________________________________________

(Company name and address)

____________________________________________________________________________________

(Payer name and address)

Bank Account No. ____________________________
in _______________________________________

(Bank name)

hereby authorizes ____________________________________________________________________






(Full name, job title)

Passport No. _________________________________________________

Issued by _________________________________________
 Issued Date ________________________

to collect one-entry delivery/removal passes for PRODEXPO’2014 from ZAO Expocentre.

Recipient’ Signature __________________________________________________________________

CEO ________________________________


____________________

(Full name)





(Signature)








+

Chief Accountant _____________________________

________________________________

(Full name)





(Signature)

Company Stamp

Appendix No.4

D.03
DELIVERY/REMOVAL PERMIT APPLICATION/ 

CONSIGNMENT NOTE
Exhibition equipment, exhibits, stand materials and structures

To be submitted on the Exhibitor’s letterhead in triplicate 

and show the name of the paying company under the Participation Contract
	Expocentre ZAO

to the PRODEXPO’2014
Exhibition Management Department
1 copy should be submitted to the Dispatcher Service of Expocentre Fairgrounds (please, email it IN ADVANCE to dispetcher@expocentr.ru)


Herewith we apply for a permit to deliver/remove the following exhibition equipment and materials to be showcased or used on stand No. _______ in Pavilion No. ____ during the PRODEXPO’2014 International Exhibition.

	Company name __________________________________________

Delivery/Removal Date «___» _________ 2014 / «___» _________ 2014.

Vehicle Type / (load capacity**) ___________/____________

Unloading Type** ________________(top, back, side)

The number of deliveries per day ____________

Vehicle Registration Number __________ Trailer Registration Number ____________

Driver’s Full Name ______________________________________________

Year of Birth ______ Place of Birth ______________ Mob. tel. ______________
	To be filled out for each vehicle


	Pass No.
	Name
	Quantity

	1
	
	


* Add rows if necessary.
** For freight vehicles
We guarantee timely removal of equipment, exhibits, large packaging and strand structure materials from the venue. 
Company Director



_______________________/







(Signature)

(Full name)


Stamp
IMPORTANT! If in addition to exhibits the vehicle delivers structural elements of the stand (wall panels, carpet, decorative structures and elements etc.), the delivery shall be authorized by Expoconsta ZAO and Fire Station No. 160. 

Delivery of LCDs and plasma screen displays, powerful projectors, loudspeaker systems and concert lighting equipment shall be authorized by the Service Bureau Company.
Entry for light vehicles during the build-up and breakdown periods is allowed from 08.00 hrs given that said vehicles deliver the freight required for build-up/dismantling work and the weight of the goods exceeds 40 kg. These vehicles should be parked at specially allocated parking areas. 
	Stamp and Signature of Expoconsta Representative 
	
	Stamp and Signature of Fire Station No.160 Representative at Expocentre Fairgrounds 



	Stamp and Signature of Service Bureau Representative 

(for exhibitors)
	
	Stamp and Signature of Exhibition Management Representative 
(for stand building contractors)


D.06
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Keep the pass behind the windshield of the vehicle when on the territory of Expocentre Fairgrounds
EXPOCENTRE FAIRGROUNDS
One Entry Pass
FOR THE PARTICIPANT’S VEHICLE
	EXHIBITION
	     
	PAVILION NO.
	     

	COMPANY, ORGANIZATION (payer/participant)
	     
	HALL NO.
	     

	DATE OF ACCESS
	     
	STAND NO.
	     

	VEHICLE REGISTRATION  NUMBER 
	     

	DRIVER’S FULL NAME 
	     

	MOBILE PHONE
	     

	Loading/unloading time slot on the territory of Expocentre Fairgrounds is 30 min. for light vehicle; from 1t to 3,5t
 – 1 hour; from 3,5t to 5t -2 hrs; from 5t to 10t – 2,5 hrs; from 10t to 15t – 3 hrs; 20t – 3,5 hrs

	

	ACCESS 

ENTRANCE GATE
	     
	REMOVAL ENTRANCE GATE
	     

	TIME OF ACCESS
	 FORMTEXT 

	TIME OF REMOVAL
	

	STAMP OF THE PERSON ISSUING THE PASS 
	
	REMOVAL IS PERMITTED*
	



The pass is not valid for the light vehicle in case the freight is less than 40 kg

*Permission for the vehicle removal is issued in the place of loading/unloading
- at the Pavilion Management Offices;

- on Open Areas – at the Pass Office of the General Security Department (at Entrance Gate No.2)
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D.07
Keep the pass behind the windshield of the vehicle when on the territory of Expocentre Fairgrounds 

EXPOCENTRE FAIRGROUNDS
One Entry Pass
FOR THE VEHICLE OF THE INSTALLATION COMPANY
	EXHIBITION
	     
	PAVILION NO.
	     

	COMPANY, ORGANIZATION  (payer/installer)
	     
	HALL NO.
	     

	DATE OF ACCESS
	     
	STAND NO.
	     

	VEHICLE REGISTRATION
NUMBER
	     

	DRIVER’S FULL NAME
	     

	MOBILE PHONE
	     

	Loading/unloading time slot on the territory of Expocentre Fairgrounds is 30 min. for light vehicle; from 1t to 3,5t
 – 1 hour; from 3,5t to 5t -2 hrs; from 5t to 10t – 2,5 hrs; from 10t to 15t – 3 hrs; 20t – 3,5 hrs

	

	ACCESS

ENTRANCE GATE
	     
	REMOVAL ENTRANCE GATE
	     

	TIME OF ACCESS
	 FORMTEXT 

	TIME OF REMOVAL
	

	STAMP OF THE PERSON ISSUING THE PASS 
	
	REMOVAL IS PERMITTED*
	


The pass is not valid for the light vehicle in case the freight is less than 40 kg

*Permission for the vehicle removal is issued in the place of loading/unloading

- at the Pavilion Management Offices;

- on Open Areas – at the Pass Office of the General Security Department (at Entrance Gate No.2)
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Completed by Expocentre Management 





ЗАПОЛНЯЕТСЯ УЧАСТНИКОМ ВЫСТАВКИ





ЗАПОЛНЯЕТСЯ МОНТАЖНОЙ ОРГАНИЗАЦИЕЙ
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