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EXPO ASIA

A Step-by-Step Guide through the Exhibitor Services Guide
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FIRST STEPS 5—#

1. Review the Important Show Information for key details sand the Booth Safety Guidelines.
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2. Review, print, and post near your calendar the Deadlines / To Do List to ensure you don’t miss
ordering or discount deadlines.
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3. Register your on-site Booth Staff. Your password is your IAAPA Company ID.
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4. Make your Hotel Reservations (review the Exhibitor Schedule dates and times to ensure you
include ample time for set-up and tear-down of your booth). Visa information is available on the
last page here.
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BOOTH ELEMENTS B &HXH A
1. Complete the forms for your booth type:
AR S5 1) Ao SR T 55 A O e ds
a. Shell Scheme Exhibitors
Vit AL 2 JE 7
b. Raw / Space Only Exhibitors
Jut AL S R
2. Review the Booth Layout and Display Guidelines information so you understand the height limits

and other booth guidelines.
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a. Everyone must |login to note if they need to submit a booth design.
T— KSR AL R GUR E & IR R 6 T4,

b. Is your booth raw space only, displaying inflatables, or needs a variance?
TSR AL R ARG AL 2 153 s P A8 B & 7R SRR R it ?
i YES — Upload file(s) of your booth layout/design for approval.
R FEERRE BT B H .
i No — Submit the form with no attachments.
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3. All booths must have Carpet or some form of floor covering over the contracted booth space.
Shell Scheme booths include 0503 Purple carpet. If you would like to change this color or if your
booth is raw space, do you need to order Carpet? YES — Complete the Carpet Order Form.
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4. Do you need Counters, Tables, Chairs, or Furniture items? YES — See the Furniture Form.
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Basic electrical is included with Shell Scheme booths. If you need additional or your booth is raw
space, will you need electricity in your booth (laptop, lights, display materials)? YES — Complete
the Electrical Order Form.
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6. Will you need internet access in your booth beyond the basic WiFi? YES — Complete the Internet
Order Form. .
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7. Do you need other Utilities for your booth? YES— See the order forms below.
Y RAL_ER S T EHAR R ? & — HS% L TR .
a. Water & Drain
LR K

b. Compressed Air & Gas
EBZES

c. Lighting
L

8. Consider other booth enhancements you may need:
FRB|HANTH R TR, KT REIL TR 2
a. Audio-Visual & Computers
P 15 £ % LA
b. Floral/Plants
Y

c. Graphics / Printing
il &, FTED

d. |Interpreters
TiF
e. Lead Retrieval
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9. All exhibitors must complete the Audience Participation Safety Form. Are you bringing a dynamic
device? YES— Submit all necessary documents including higher liability insurance coverage.
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10. Animals, Drones, Food and Beverage, and more are restricted in the SNIEC. Review the
guidelines here.
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AMC ONLINE ORDERING / FORM SUBMISSION: AMC 28 F T8, ERMHIT:

https://amc-manual.com/IAAPA2021/exhibitor/login.php (password is your IAAPA Company ID %
T2 145 IAAPA (A B 9% 5)
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GETTING YOUR EXHIBIT TO THE SHOW & i3t ki

1. Review the Schedule for the earliest date and time you have access to the show floor.
A LA, DL 7 AR 5T BN FEAH A TR R0 H 39
2. Will you have materials to ship to the show?
e s R B R e ?
a. YES —Review Shipping and Freight Handling Information
' — HSFEiciiE

b. NO — Review the On-Site Handling Information
B - ESEYMATEE
i. Are you driving your materials to the show? YES — Refer to the Transport Pass
and Waiting License on page 7 here.
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ON-SITE SET-UP Min B G2 R AE

All booths must be set-up and ready for inspection by 17:00 Monday, 10 August.
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1. Are you unable to send staff to the Expo to work your booth? Will you need a booth manager to
set-up and manage your booth during the show? YES — Contact exhibitors@IAAPA.org for

assistance.
REBHTENRTIERZNZSMER 2? BREAFE VREGAHERINE E B E IR TS
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2. Are you using a company other than the Official Contractor or your staff to build/set your booth?
YES — Review the Non-Official Contractor/Exhibitor-Appointed Contractor information.
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3. If your booth is 6mx6m or larger, will you need to hang anything over your booth? YES —

Complete the Rigging Form.
HREEESMMART 6 Kx6K, BEEHREMAKNEN E7EFMN? £ - BHEHSE M A HHiEE.

4. Don’t forget to review the Show Rules!
T 55 A 20 B 52 B 2 R !

a. Show Rules & Violations
W 2 R e A 5] 2% A5

b. IAAPA Contract Terms
IAAPA &[] 263Kk

c. Intellectual Property Policy
R BUBUR

d. Show Policies
J& 2B

e. Health and Safety Guidelines
R I % 445

MARKETING YOUR EXHIBIT BALH#: Hl=
1. Update your Exhibitor Profile for the Show Program. Consider a digital promotion package.
NIEW BT Z Tk, B8R BT R T AL,
2. Consider a sponsorship or advertising.
HEIE .
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3. Invite your customers and prospects to visit your booth for free through the Exhibitor Guest

Program.
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For additional information and full details relating to the Expo, please review the Exhibitor Service
Guide. You can view/print the material by individual page. Further questions can be directed to
Exhibitors@IAAPA.org.
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