
Dear Exhibitor,

Your show is approaching fast and there are
details that need your attention.

Please read this simple step-by-step guide,
complete your forms and return each form by :

Wednesday, 31st August 2005

This will ensure you have confirmed your
exhibition stand package details and avoid the
expense of late order fees.

Once your forms are received Exhibition Hire’s
experienced people, quality product and service
will provide you with a hassle free exhibitor
experience.

We look forward to a strong partnership.

Maria Harris
Exhibition Co-ordinator
Exhibition Hire - Official Exhibition Contractor
Phone 02 9645 7000

Important Exhibitor Information
IPPA 
28th September  - 2nd October 2005
MECC



Contents

Octanorm Exhibition Stand Package

Exhibition Hire Upgrades & Custom Stands

Fascia Signage Confirmation Form – Please ensure you return this form

Wall Mounted Shelving Order Form

Audio Visual Layout Form

Product & Services Brochure
Furniture, Display Accessories & Audio Visual Order Form

Order Forms Return Date:  Wednesday, 31st August 2005

Late order charges apply if forms returned after the above
date.



Octanorm Exhibition Stand Package

Walls 2.5m high  white melamine  walls in an octanorm frame

Fascia Standard Navy fascia board with your company name in White
vinyl lettering.

Signage A company sign will be installed over each open aisle fascia

Lighting 2 x 150 watt track mounted spotlights per stand

Power 1 x 4amp power point  per stand

Carpet  Venue carpeted

Items not to be
used

Pins, staples, screws, nails, bolts, paint

Items you can use Velcro, bluetac, double-sided adhesive tape, shelving & Octanorm
hooks - available from Exhibition Hire



Upgrade & Custom Stands

4 steps to a stand that projects a powerful brand image.

1. Clarify your objective
Are you launching a new brand, product, or entering into a new market?

2. Quantify your budget
Can you afford not to create a powerful brand image?

3. Be inspired!
Be inspired by flicking through our full colour brochure or clicking onto our website
www.exhibitionhire.com.au

4. Make it happen!
 To order standard items, like furniture, audiovisual, electrics or wall colour changes we

have provided easy to use forms.

 To organise a quote for custom signage, special upgrades & a custom stand quote
please contact our custom design team on 02 9645 7000 or email us on
ehs@ehs.com.au

Add
to your

Stand Package

Upgrade
your

Stand Package

Custom
Design
Stand

 Furniture & Display
Accessories

 Audiovisual Equipment

 Wall Mounted Shelving

 Custom Signage &
Banners

 Change your fascia
colour

 Change your floor
surface

 Create giant visual
images of your product

 Add Style & function
with our Aria, Euro, Elite
or Timber furniture

 Create interest &
movement on your
stand with a giant
plasma screen.

 We work with your
budget to create a
strong visual image
that sells your
product.

 Create desire with life
size graphics

 Movement with giant
plasma screens

 Style with designer
furniture

 A modern feel with
our flooring



This form must be returned to
Exhibition Hire Central Administration Office
Fax:   + 61  (02)  9645 5300
Post:   P.O. Box 120, Sydney Markets  NSW  2129 Australia

Fascia Signage
Confirmation
Form

IPPA Maria Harris

MECC
Return Date: Wednesday, 31st August 2005
Note: Signage form returned after the above  date will incur a late fee of $50.00 + GST

A Standard Fascia Sign is included in your exhibition stand package
Each open aisle on your stand will have a fascia sign. (refer to page 3 for more detail on your
signage)
Use the box below to write exactly what you wish to appear on your sign.
Max. 30 letters includes spaces. (delete Pty Ltd). All letters on your sign will be in upper case.
Only fill in the boxes if you require a fascia sign.

Your Company Name: Order Number:
Address:
Suburb: State: Postcode:
Phone: Stand Number:
Fax: Stand Name:
Email: Contact Name:

If you do not require a standard fascia sign please tick this box.

If you wish to replace open frontage with a wall (corner stands only)
Please phone the exhibition co-ordinator on (02) 9645 7000  to discuss

If you wish to remove your fascia board – please tick this box
Please read the implications below, then phone the exhibition co-ordinator on 02 9645 7000 to
discuss:

1 Removing your fascia board also removes your stand package lighting. An additional fee of
$80.00 per spot light (plus GST) is required to provide your stand with non-fascia mounted
lighting

2 Once you have contacted our staff and agreed on the terms you will need to order and pay
for 150 watt spotlights on arm $ 80.00 each (plus GST) using the ELECTRICS – ORDER FORM 3

Payment is only applicable to additional signage
EXTRA FASCIA SIGNAGE: Additional standard signage (colours and fonts as above) are available,
the following charges apply. Payment must be received by the due date.

NAME REQUIRED ON EXTRA FASCIA SIGN Qty $ 50 per sign  Plus 10% GST $ Total

$ $ $

PAYMENT (PLEASE TICK)
Cash Cheque Bank draft MasterCard Amex
Visa Diners Bankcard Expiry Date ____/____/____

ACCOUNT NAME

CREDIT CARD NO.

Card Holders Address:                                                                                                   

Signed:                                                                                                                               

Order not valid
unless signed by
HIRER
(Authorised Agent)
CARDHOLDER



This form must be returned to
Exhibition Hire Central Administration Office
Fax:   + 61  (02)  9645 5300
Post:   P.O. Box 120, Sydney Markets  NSW  2129 Australia

Power &
Lighting
Order Form

IPPA Maria Harris

MECC
Return Date: Wednesday, 31st August 2005
Note: Electric  form returned after the above  date will incur a late fee of $25.00 + GST

 Exhibition Stand Package Contains  Space Only Exhibitors
2 x 150-watt track lights per (9sqm)
1 x 4amp power point per (9sqm)

You have NO power or lighting included in your
space only.

Use this form to order any additional power &
lighting you require

Use this form to order all your power & lighting
requirements

Save money by ordering now!  -  Avoid late surcharges for onsite orders

  Description Qty $Rate Code Subtotal

150 Watt Spotlight on Track – Black $72.00 2701

150 Watt Spotlight on Arm – Black / Chrome $80.00 2702

300 Watt Floodlight on Track – Black $100.00 2703

300 Watt Wall / Post Floodlight on Arm – Black $85.00  2705

50W 12V Downlight on Arm – Chrome $88.00 2706

1 x 18 Watt Fluorescent Light $80.00 2707

2 x 36 Watt Fluorescent Light $80.00 2708

400 Watt Hi Bay Light (for display boxes) $105.00 2709

Single Power Point (4 amp) $72.00 2710

Single Power Point (10 amp) $85.00 2711

Single Power Point (15 amp) $90.00  2712

3 Phase Power Outlet (415 volt, 15 Amp, 5 pin) P.O.A. 2716

Switchboard 32A 3 Phase – 6 x 240 Volt 15A P.O.A. 2719

Sub Total

3% Damage Waiver

Late Fee $25.00

10% GST $

Total $

Excessive power requirements may result in additional charges.

Company Name: Order Number:
Address:
Suburb: State: Postcode:
Phone: Stand Number:
Fax: Stand Name:
Email: Contact Name:
Order is not confirmed and will not be installed without payment by DUE DATE

PAYMENT (PLEASE TICK)

Cash Cheque Bank draft MasterCard Amex
Visa Diners Bankcard Expiry Date ____/____/____

ACCOUNT NAME

CREDIT CARD NO.

Card Holders Address:                                                                       
Signed:                                                                                                                               

Order not valid
unless signed by
HIRER
(Authorised Agent)
CARDHOLDER



Power & Lighting Stand Layout
Use this page if you wish to indicate position

Power &
Lighting
Location
Form

IPPA Maria Harris

MECC
Return Date: Wednesday, 31st August 2005

Power points will be located in a rear corner unless otherwise specified.
Track lights will be located behind your fascia unless otherwise specified.

Guide

1: Mark out your stand in thick pen using the squares as a guide.
2: Use an x to mark in power
3: Use a 0 to mark in lighting
4: Add any comments & make sure you fill in your name & company details.
5: Return this 2nd page with page one of your electrical order form.

Back of Stand
6m

5m

4m

3m

2m

1m

       2m 3m 4m 5m 6m 7m 8m 9m

Front of Stand

Stand Dimensions              M X               M =                            SqM

Company Name:

Stand Name: Stand Number



This form must be returned to

Exhibition Hire Central Administration Office
Fax:   + 61  (02)  9645 5300
Post:   P.O. Box 120, Sydney Markets  NSW  2129
Australia

Octanorm
Wall Mounted
Shelving Order
Form

IPPA Maria Harris

MECC
Return Date: Wednesday, 31st August 2005
Note: Shelving form returned after the above  date will incur a late fee of $25.00 + GST
Wall mounted flat and sloping shelving is a practical method of displaying products and
literature.  Shelf options are   1. White with white trim  2. Glass – ( application is flat only)

HEAVY LOADING - Additional bracing at the top of the stand is required for support if shelves are heavily
loaded (additional costs may apply). Only Exhibition Hire Staff are permitted to install fittings to our walls.
Please tick on layout below to indicate shelf placement

Description Qty $Rate GST Subtotal

Flat Shelf $40.00

Sloping Shelf $40.00

Sub total

3% Damage Waiver

Late Fee $25.00

Total   (minimum of 2 shelves)

Company Name: Order Number:
Address:
Suburb: State: Postcode:
Phone: Stand Number:
Fax: Stand Name:

Contact Name:Email:
Signature:

Cancellation: No refund for orders cancelled on-site

Order is not confirmed & will not be installed without payment by the DUE DATE
PAYMENT (PLEASE TICK)

Cash Cheque Bank draft MasterCard Amex
Visa Diners Bankcard Expiry Date ____/____/____

ACCOUNT NAME

CREDIT CARD NO.

Card Holders Address:                                                                                                   
Signed:_____________________________________________________________

Back of stand

Front of stand

Order not valid
unless signed by
HIRER
(Authorised Agent)
CARDHOLDER

Please indicate with an X the position of shelving



This form must be returned to

Exhibition Hire Central Administration Office
Fax:   + 61  (02)  9645 5300
Post:   P.O. Box 120, Sydney Markets  NSW  2129
Australia

Audio
Visual
Location
Form

IPPA Maria Harris

MECC
Return Date: Wednesday, 31st August 2005

AUDIO VISUAL INFORMATION FORM

When placing an order for Audio Visual equipment it is important that you fax back
this form to our office, for location and technical information we require.

COMPANY NAME:  ____________________________  FAX: _______________

CONTACT:             _____________________________         DATE:  ______________

Show Name: IPPA Show Dates: 28 September  - 2 October 2005

Stand Name:   _________________________ Stand Number:  _______________

♦ Please fill out all relevant information regarding your order to ensure completeness and
accuracy:

1. What equipment is required? Please tick appropriate box.

� Plasma Screen      � Data projector     � Mounted Sound Pack � Other - specify

___________________________________________________________________

2. What use is it intended for? Please tick appropriate box.

� Video display      � Data presentation (eg PowerPoint)  � with sound  � other - specify

___________________________________________________________________

3. Where is the equipment to be situated and what on? (eg stand, wall mount)

___________________________________________________________________

4. Is assistance with the connection or an operator required? ________________________

5. Who can we call if we have any questions before the event? _______________________

6. Onsite contact name and number: ____________________________________________

7. Are there any plans available? � Yes – please attach   � No – Indicate placement below

Stand Size: _________________________


