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PSANZ 2010
 Wellington Convention Centre

Wellington, New Zealand
28 – 31 March 2010 
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Complete and return the following forms
Checklist of forms 
After you have read this exhibitor manual, you will need to complete and return a number of forms to the different service providers by the deadline indicated. Failure to do so may result in our inability to provide the appropriate service/s. The forms can also be downloaded on the Congress website.
Return to the Congress Managers

Please complete and return the above forms to the Congress Managers if you have not yet already. (Click on the hyperlinks to download the documents and note that all documents are available on the Congress website)
Complimentary exhibitor registration form
Additional exhibitor registration form
PSANZ 2010 conditions of acceptance of industry sponsorship form 



PLEASE NOTE: All Event Planners Australia forms are due by Friday 05 February 2010 

 Exhibitors are entitled to 1 x complimentary registration per exhibition booth and will not be   

 permitted onsite without registering 
Read the information supplied by the Wellington Convention Centre immediately 

The Wellington Convention Centre exhibitor manual document supplied by the Wellington Convention Centre contains important information from the venue. 
It has been designed to answer your pre-event and onsite enquiries about telephone, data and facsimile lines, computer and audiovisual equipment, food and beverage, banners, handling equipment, booth cleaning, business support services, incoming/outgoing freight. Please read the document carefully by accessing this link: 

WCC Exhibitor Manual
Please note that the WCC Exhibition Services Order Forms are available electronically and need to be completed and returned to the Convention Centre to ensure all of your requirements are met for the exhibition. Please click on the below link to download and complete.    
WCC Exhibition Services Forms
PLEASE NOTE: All Wellington Convention Centre forms and applicable payments are due by no later than Friday March 5 2010.
Exhibition Supplier - Displayworks (DW)
The appointed exhibition hire company for the conference is Displayworks (DW). Their catalogue can be accessed here Displayworks Catalogue or online via their website www.displayworks.co.nz and you should review both the catalogue and website for pre-ordering any equipment, plants or furniture you may wish to hire for your booth.

For further information on the products and services provided by Displayworks, please contact Craig Jenkins directly on +64 4 568 3992 (tel), +64 27 693 9033 (mob) or email: craig@displayworks.co.nz
The Displayworks order form can be accessed here Order Form or by contacting Craig Jenkins. Orders should be sent directly to Craig at Displayworks. 

The fascia order form can be accessed here Fascia Order Form. Please complete and return directly to Craig at Displayworks.
Freight Forwarding - Agility Fairs & Events
Agility Fairs & Events has been appointed as the official contractor for both domestic and international freight forwarding. Agility can arrange all local, interstate and international transport services including delivery onto each exhibitors' stand at the exhibition venue.  Storage of early consignments, packing materials during the exhibition and storage after the exhibition can also be arranged.  Agility will contact all exhibitors to discuss individual transportation and other logistics requirements.
Alternatively you may make contact directly with Agility for your freight forwarding requirements. Please contact Shanade Tronson on +61 3 9330 3303 (tel) or email: stronson@agilitylogistics.com

Contacts

Congress Managers: Event Planners Australia
Name:


Louise Harrison



Project Manager - Events
Organisation:

Event Planners Australia

Address:

PO Box 1517



Eagle Farm 



Queensland, Australia 4009
Telephone:  

+61 7 3858 5580
Fax: 
   

+61 7 3858 5499
Email: 


psanz2010@eventplanners.com.au   
Website: 

http://psanz2010.eventplanners.com.au 
Venue: Wellington Convention Centre 
Name: 


Lynette Ell
Organisation:

Wellington Convention Centre
Address:
111 Wakefield Street
Wellington 6011, Wellington, New Zealand



Exhibition location:
Town Hall Auditorium
Telephone: 
 
+64 4 801 4231
Fax: 
  
 
+64 4 801 4310
Email:


lynette.ell@wcc.govt.nz 
Website:

http://www.wellingtonconventioncentre.com/ 
Exhibition Supplier: Displayworks
Name:


Craig Jenkins
Organisation:

Displayworks 
Telephone: 

+64 4 568 3992
Fax:


+64 4 589 2102
Mobile:


+64 27 693 9033
Email:


craig@displayworks.co.nz
Freight forwarding company: Agility Fairs & Events

Name:


Shanade Tronson
Organisation:

Agility Fairs & Events
Address:

28-32 Sky Road
MELBOURNE AIRPORT VIC 3045
Telephone: 

+61 3 9330 3303
Fax:


+61 3 9330 3337
Email:


stronson@agilitylogistics.com
Website:

www.agilitylogistics.com
Your entitlements

Exhibitor booth package
Each booth package includes the following benefits and features: 

· Shell scheme structure, 3m x 2.4m (7.2 square metres) 
· 2.3m high Corinthian panels with Velcro compatible walls (1 back wall and 2 side walls) To attach posters to walls use sticky back Velcro or pins only
· Wooden flooring

· Exhibitor name (up to 30 characters) printed on fascia sign (facia sign will be white with black lettering).
· Two (2) x 150w spots per 7.2 square metres mounted on light track inside fascia
· One (1) single power point with maximum loading of 4 amps. Additional power can be purchased on request
· Additional equipment is available for hire from exhibition supplier at exhibitor’s own expense. 
       (See www.displayworks.com.au) 
· Company name, booth location, 50 word promotional paragraph and full contact details published in the official Congress program book - please forward to the Congress Managers by latest Friday January 22 2010.
· Website hyperlink – hyperlink to organisations website from the Congress website.

· One complimentary exhibitor registration per booth for one representative to attend the welcome reception,

morning and afternoon teas and lunch on Monday, Tuesday, Wednesday, poster viewings, Congress satchel including program book and abstracts volume
· Extra staff manning the booth must purchase an additional exhibitor registration
· Delegate list provided in hard copy onsite at Congress and again  in electronic format two weeks after the Congress (note this entitlement is subject to strict compliance with privacy legislation - list will include First Name, Surname, Company Name and State/Country only)

Space Only/Custom Booth package

A custom designed exhibition booth must be erected on the floor space. A CAD drawing, engineering specifications and an artists impression must be provided and is subject to approval of the Congress Managers and the Wellington Convention Centre - please forward to the Congress Managers by latest Friday February 26 2010.  Each space only package includes the following benefits and features: 

· Minimum purchase of 7.2 square metres

· Wooden flooring

· One (1) single power point with maximum loading of 4 amps. Additional power can be purchased on request

· Additional equipment is available for hire from exhibition supplier at exhibitor’s own expense. 

       (See www.displayworks.com.au) 

· Company name, booth location, 50 word promotional paragraph and full contact details published in the official Congress program book - please forward to the Congress Managers by latest Friday January 22 2010.
· Website hyperlink – hyperlink to organisations website from the Congress website.

· One complimentary exhibitor registration per booth for one representative to attend the welcome reception,

morning and afternoon teas and lunch on Monday, Tuesday, Wednesday, poster viewings, Congress satchel including program book and abstracts volume

· Extra staff manning the booth must purchase an additional exhibitor registration

· Delegate list provided in hard copy onsite at Congress and again in electronic format two weeks after the Congress (note this entitlement is subject to strict compliance with privacy legislation - list will include First Name, Surname, Company Name and State/Country only).
Furniture, brochure racks, lighting and equipment

Please contact Displayworks for all furniture and equipment hire needs. Please note no furniture is provided by the Congress as a part of your exhibition booth hire. 
Registration 

Exhibitors will not be permitted onsite without registering 

For security reasons, all exhibitor staff who attends the 14th Annual Congress of the Perinatal Society of Australia and New Zealand, complimentary or otherwise, MUST register.

Exhibitors must be registered by one of the following methods: 

· To claim your fulltime complimentary registration as part of your exhibition package - please fill out the relevant part of the Complimentary exhibitor registration form
· To purchase additional exhibitor registrations - please complete the Additional exhibitor registration form 
· To register as a full time delegate please see the Congress website for online registration.

Exhibition location

Wellington Convention Centre
The exhibition will be held at the Wellington Convention Centre, Town Hall Auditorium.
Location

Wellington Convention Centre

111 Wakefield Street
Wellington 6011, Wellington, New Zealand
Delivery address (please use delivery label provided)
Reception
Michael Fowler Centre
111 Wakefield Street
Wellington 6011, Wellington, New Zealand
Collection address

Reception
Michael Fowler Centre

111 Wakefield Street
Wellington 6011, Wellington, New Zealand

Pre-delivery of materials
Freight address - pre-post delivery and pick up
All vehicles and couriers delivering material relating to the construction and fit out of your exhibition booth must be directed to Reception, Michael Fowler Centre, Wellington Convention Centre, 111 Wakefield Street, Wellington 6011, New Zealand – see the WCC Exhibition Manual for delivery label.
Loading Dock Times 

All goods for the exhibition are to be delivered to Reception, Michael Fowler Centre, Wellington Convention Centre, 111 Wakefield Street, Wellington 6011, New Zealand on/after Friday 26 March 2010.  Please note deliveries will only be accepted between 0800 – 1800 hours.  
Neither the venue nor the Congress organisers will accept responsibility for the safety of any such items delivered to the site in the absence of the exhibitor or their agent. Exhibitors are responsible for the acceptance of all goods.  

The venue and the Congress organisers will not take responsibility for the clearance of goods through Australian Customs.

Please ensure all goods are correctly labelled. Please print the WCC delivery label from the Manual and ensure it is affixed to each item being sent /delivered to the centre. Please ensure boxes are marked numerically, for example, Box 1 of 4 boxes. 
Storage

As there are limited onsite storage facilities for packing materials and boxes, it is recommended that exhibitors keep packing materials to a minimum or alternatively make arrangements for offsite storage. 
Acceptance of goods

It is the responsibility of the exhibitor to ensure goods have arrived at the venue.  To avoid delays during move-in, we suggest you confirm with your freight company that all goods have been delivered as scheduled. 
Access to pre-delivered materials
Transfer of materials from storage to booths:

Goods will be accepted on/after Friday 26 March 2010. Goods will not be accepted outside of these times. 
WCC will transport all goods (apart from those requiring a forklift) from the loading dock to your booth in the exhibition hall – to ensure this happens smoothly please ensure to include your booth number on the delivery labels and that each box is affixed with a delivery label.

Unpacking within the exhibition area must take place in your stand area and not in the aisle ways or at another exhibitors stand.  Aisles must be kept clear at all times and fire exits must not be utilised under any circumstances for storage.
Setup
On-site collection of your registration envelope
You can collect all of your registration information from the registration desk located in the Wellington Convention Centre foyer. You may be asked for ID (business card or similar) to sign for and collect your registration envelope.
The Congress registration desk will be open during the following hours: 
Sunday 28 March 2010

1500 to 1900 hours
Monday 29 March 2010

0730 to 1715 hours
Tuesday 30 March 2010

0700 to 1700 hours
Wednesday 31 March 2010
0700 to 1700 hours

Set up time
The following times have been confirmed for the set up of the exhibition on Sunday 28 March:
Custom stand access for build

0700 – 1700 hours

Exhibitor set up



1200 – 1700 hours

Exhibition opens
/Welcome Reception
1800 hours
Please note: At 1700 hours on Sunday 28 March the exhibition will be closed for cleaning so please ensure your set up is complete by this time. 
Opening times
Exhibition times

The PSANZ 2010 industry exhibition will be open during the following hours:
Sunday 28 March 2010
1800 – 2000 hours (Welcome Reception)

Monday 29 March 2010
0730 – 1830 hours (including poster viewing)

Tuesday 30 March 2010
0700 – 1830 hours (including poster viewing)
Wednesday 31 March 2010
0700 – 1530 hours

1530 – 2000 hours Exhibitor dismantle
Exhibition prize draws

Exhibitors are welcome to provide incentives to encourage delegate attendance and inspection of individual displays. Please forward details in writing to the Congress Managers by Friday 19 March 2010.
Dismantling exhibits 

Dismantling exhibits

Dismantle is to take place during the following times on Wednesday 31 March:

PSANZ 2010 exhibitor dismantle

1530 – 2000 hours 

Important note: It is a condition of exhibition participation that booths will not be dismantled prior to 1530 hours on Wednesday 31 March 2010.
Courier collection
· At the conclusion of the exhibition, it is the responsibility of the exhibitor to label and arrange freight for all left over items.
· Completed consignment notes must be affixed to materials, (the venue does not provide consignment notes)
· Courier companies will not collect goods unless there is a completed and signed consignment note 

· Allow sufficient time for the goods to be moved from the booth to the loading dock
· All boxes must be clearly labelled with your organisation name, contact details, and number of boxes (e.g. Box 1 of 5)
· Ensure your courier has all the relevant details with regards to the items to be collected, for instance, name of meeting and number of boxes and your contact details
Courier companies should be instructed to pick up freight from Reception, Michael Fowler Centre, Wellington Convention Centre, 111 Wakefield Street, Wellington 6011, New Zealand by Thursday 1 April 2010; WCC and the Congress take no responsibility for goods left after this time. 

Storage

Prior to the Congress
Due to the Wellington Convention Centre’s limited storage facilities, delivery of material can only be accepted from Thursday 25 March 2010 at the Loading Dock. 
During the Congress
There will be onsite storage provided to exhibitors for boxes and general packing material. However, please note the space is limited so it is recommended that exhibitors keep packing materials to a minimum.
After the Congress
Due to the limited storage arrangements all goods belonging to exhibitors must be claimed and removed from the venue by Thursday 1 April 2010.
Security

Pre and post Congress
While every reasonable precaution is taken, the Congress organisers and the venue accept no responsibility for any loss or damage that may occur to persons or property at the exhibition resulting from any cause whatsoever.  If you require additional security or a physical presence in the exhibition area, independent security staff dedicated to duty in your stand area, can be engaged at the exhibitor's cost.  Please contact the Wellington Convention Centre for additional security information. 
Exhibitors must make provisions for the safeguarding of their goods, materials, equipment and displays at all times.  Please be security conscious.  Do not leave wallets, laptops, mobile telephones or any easily portable items unattended, at any time, in your stand. The protection of your property is your responsibility.

During the Congress
Exhibitors are strongly advised to remove any valuable material (e.g. computer lap tops etc) or equipment from their booths overnight.  Additional security is the exhibitor’s responsibility.
Public and Products liability insurance

You must hold a current broadform liability insurance policy for a minimum of $10,000,000.00.  Entry to the venue will be denied if you have not provided a copy of your current policy. Please forward a copy of your current policy to psanz2010@eventplanners.com.au by Friday 26 February 2010.
Floor plan and allocations

· A copy of the PSANZ 2010 industry exhibition floorplan with booth allocations will be forwarded to exhibitors once it has been finalised.
· The floor plan will be published on the Congress website in the near future.
· The decision of the managers is final regarding booth allocation and changes to the floor plan may occur without notice.
General information
Transport to/from the airport

Wellington airport is located approximately 8 kilometres from the Wellington Central Business District (CBD) and is a major domestic hub in the national transport system, as well as providing services internationally to Sydney, Melbourne, Brisbane, the Gold Coast, and Fiji.
Delegates and exhibitors will be required to make their own arrangements for transfer from the airport to their hotels. Transfers from the airport are available through taxi, shuttle bus or car hire. 

Departure Tax:

A fee of $25NZD applies for all passengers 12 yrs of age and over.  This fee needs to be paid at Wellington airport on the day of departure. 

Airport transfers

Taxi
Taxi ranks can be found directly outside the baggage claim area on level 0 of the main terminal.
*Wellington Combined Taxis:  
T: +64 4 384 4444 
Corporate Cabs
 

T: +64 4 387 4600
Capital Taxis: 


T: +64 4 384 5678
*recommended service provider
Shuttle bus - Airport Flyer



Airport Flyer is an express bus service that runs from Wellington International Airport to the centre of Wellington. The service runs every 15 minutes, every day between the Airport and the city. It costs NZD8 (adult cash fare) from Wellington Airport to Wellington City. The timetable for Airport Flyer is available on the Metlink website www.metlink.org.nz 

Car hire 

APEX Car Rentals

www.apexrentals.co.nz 
Avis 



www.avis.co.nz
Budget Rent A Car

www.budget.com.nz 

Escape Campervans

www.escaperentals.co.nz 
Accommodation
· We have limited supply of accommodation at special rates at a number of nearby hotels; rooms and rates are subject to availability.

· Accommodation cannot be booked unless credit card details are supplied. This information will be passed onto the hotel to secure your booking. The hotel may process the debit immediately or wait until check out. 

· Please note that accommodation rates are in NZ dollars and include NZ GST
· A tax invoice/receipt will be issued by the hotel on check-out

· Book early - new accommodation bookings will not be accepted after 1600 AEST 20 February 2010
· Any changes to existing accommodation bookings will incur an additional AUD33 processing fee
· For more accommodation information please visit the Congress website
Messages 
A message board will be located at the Wellington Convention Centre registration desk. Please advise potential callers to contact the venue and ask for the PSANZ 2010 registration office. All messages will be posted on the message board. 

Terms and conditions
The following are part of the contract between the exhibitor and the Congress Managers, Event Planners Australia, and exhibitors must observe these rules. In addition any regulations imposed by the venue must also be observed. Any areas not covered are subject to Event Planners Australia’s final decision.

IMPORTANT INFORMATION – please read carefully 
Things You Need to Know  

The following terms and conditions apply to your application to sponsor and/or exhibit.

· You (sponsoring /exhibiting organisation) by returning a completed, signed and dated form accepts these terms and conditions.

· We/Us (Event Planners Australia ABN 76 108 781 988) representing the local organising committee and the host body do not accept responsibility for any errors, omissions or changes. 

· Details may change without notice. Please refer to the event website for the latest information.

Financial Facts

· Phone or unpaid bookings will not be accepted.

· We will issue a tax invoice which is payable within 14 days. If you miss the payment date, any time dependent discounts will be forfeited i.e. you will be billed at the next highest level (early rate to standard, etc).

· You will not receive any sponsorship or exhibition entitlements, including allocation of booth location (allocated to sponsors first and then to exhibitors), until all monies have been paid. 

· All prices are quoted in Australian dollars and include Australian GST of 10%.

· If you pay by electronic funds transfer or an international cheque you agree to pay any bank charges and must include these in the amount you transfer. 

· If you pay via credit card, a merchant fee may be charged if detailed on the application form. Debits to your credit card, except for accommodation, will appear as Event Planners Australia on your statement.
If You Need To Cancel 

· You must notify us in writing if you need to cancel.

· Cancellations made before the early bird cut off date will be refunded less 50% of the total purchase price. 
· Cancellations made after this date will not be refunded.

· Your non payment does not cancel your contractual obligations to us.

In the Unlikely Case that the Event Cancels 

· The extent of refunds will be a matter for the host organisation (the underwriter) to decide. We have no responsibility for making refunds and attempts to cancel cheques or credit card payments will be rejected by our bank.

You and Your Staff – On-site

· Your application to sponsor or exhibit does not constitute an attendee registration. You will need to do that separately on the relevant form.

· All exhibition staff must be registered using the relevant form i.e. complimentary exhibitor registration, or by purchasing additional exhibitor staff registrations. 

Print Entitlements 

· Logos and/or company names will be reproduced in the event colour/s, full colour, or mono, at our discretion. All logos must be at least 300 DPI at 100% in EPS (preferred for print) and JPEG (preferred for website) format.

· No print or web recognition will be given unless payment terms have been met.

Sponsor Notes 

· If you are entitled to host an endorsed private function, you do so at your own expense and at a time/date we approve.

· Sponsorship of speakers and sessions are subject to separate terms and conditions. 

Exhibitor Notes
· You may not assign, share, sub-let, or grant licences for the whole or part of the booth without our prior approval.

· We reserve the right to ask you to remove any display items we deem as unacceptable. 

· You must conduct business only from within the confines of your booth. You may not tout, or place any material, outside your booth/space causing obstruction of the aisles.
· You will be responsible for any reasonable costs of repairing the booth or premises should you paint, mark or damage any fixtures or fabric. 

· Food, beverage or prohibited items are not permitted at the event unless prior arrangements are made with us.

· Any supplier you use on site must conform to the venue’s OH&S, insurance and other regulations.

· You are solely responsible for any physical loss or damage to your own property.

· You must hold a current broadform liability insurance policy for a minimum of AUD10,000,000.  Please forward the name of your insurer, your policy number and its renewal date to us at least four weeks prior. Entry to the venue will be denied if you have not provided this information. 

Thank you for supporting the 14th Annual Congress of the Perinatal Society of Australia and New Zealand and please feel free to contact the Congress Managers if you have any questions regarding this manual. 
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Tel:      +61 7 3858 5580
Fax:     +61 7 3858 5499

Email: psanz2010@eventplanners.com.au  
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