Simplified Procedure of Delivery/Removal of Exhibits and Exhibition Equipment
MANDATORY FORMS
	Mandatory Forms
	Form No.
	When to submit
	Submit to

	Power of Attorney
	D.01
	when processing documents for the exhibition 
	To be carried with you

	Delivery/Removal Permit Application
	D.03
	When delivering the exhibits and equipment during the build-up and breakdown periods.
	To be carried with you
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DELIVERING EXHIBITS AND EQUIPMENT
IMPORTANT! Please note that since October 2009 the delivery/removal procedure will be simplified. 
Registration is held and Delivery / Removal Passes are issued at Control Stations located near Entrance Gates No. 1 and 2. 
DELIVERY OF EXHIBITS AND EQUIPMENT is carried out through the following gates (see the layout):

Entrance Gate No. 1 (from Krasnopresnenskaya naberezhnaya): Pavilions Nos. 4, 7
Entrance Gate No. 2 (from 1st Krasnogvardeisky proezd): Pavilions Nos. 2, 3, 4, 6, 7
Entrance Gate No. 9 (from 1st Krasnogvardeisky proezd): Pavilion Nos. 1, 5, 8
Entrance Gate No. 21 (from Krasnopresnenskaya naberezhnaya): Forum Pavilion
REMOVAL OF EXHIBITS AND EQUIPMENT is carried out through the following gates (see the layout):
Entrance Gate No. 1 (from Krasnopresnenskaya naberezhnaya): Pavilions No. 7
Entrance Gate No. 5 (from 1st Krasnogvardeisky proezd): Pavilions Nos. 2, 3, 6, open-air sites
Entrance Gate No. 9 (from 1st Krasnogvardeisky proezd): Pavilion Nos. 1, 5, 8, open-air sites 
Entrance Gate No. 21 (from Krasnopresnenskaya naberezhnaya): Forum Pavilion
You will be informed of the exact Entrance Gate number at the Control Station on the delivery/removal day.
Vehicles delivering/removing exhibits enter the Fairgrounds on presentation of valid one-entry delivery/removal passes. The one-entry passes are issued at the Control Station near the appropriate Entrance Gate on the date of entry.
Delivery/Removal Procedure:
Step 1. Submit Power of Attorney (D.01) and two copies of the Delivery/Removal Permit Application (D.03).

The application shall be printed on the letterhead of the company and duly signed and stamped by the Company’s CEO.

The application shall also show the list of household accessories and appliances.
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 Department No. 160.

Step 2. Show Power of Attorney (D.01) and tell the registration number of the vehicle entering the venue to the Dispatcher of the Control Station. 
Step 3. Receive the information from the Dispatcher on the availability of empty parking lots near the Pavilion and the time of your entrance to the venue and proceed to the Entrace Gate. 
Step 4. Show the one-entry pass and the delivery/removal application (D.03) to the Security Officer at the Entrance Gate and submit the vehicle for a security inspection. The Security Officer will indicate the time of entrance in the pass.
Step 5. Proceed to the load/unload site and show the delivery/removal application (D.03) to the Manager of the Pavilion where your stand is located. 
	One copy of the delivery/removal application shall be retained by the exhibitor; the other copy shall be submitted to the Pavilion or Open-Air Site Management. 


Step 6. To remove the exhibits and equipment, show Power of Attorney (D.01) to the Control Station Dispatcher to receive your one-entry pass. 
Step 7. Once the one-entry pass is received, submit your copy of the approved delivery/removal application (D.03) to the Pavilion/Open-Air Site Manager and have the time of removal indicated there. 
Important: Passes to the open-air sites of the venue are issued in the Passes Office of the Security Department (near Entrabce Gates No. 2), tel. + 7 (499) 795 2850, 795 2851. 
Vehicles should leave the Fairgrounds immediately after the exhibits and equipment have been unloaded/collected.

Delivery of equipment and exhibits that do not require clearance at Expocentre’s Customs Office is carried out through the appropriate gate during the build-up period from 8.00 to 19.30.
• All exhibits shall be delivered to the exhibition site by 19.00 of the last day of the build-up period.  
• Delivery of small items by hand is permitted on the opening day of the exhibition from 8.00 to 9.30 ONLY.
Additional delivery of office equipment and household supplies to the Fairgrounds during the exhibition period is permitted only between 8.00 and 9.30 and between 18.00 and 19.30.
All cargos (exhibits) shall be unpacked and the empty package removed from the Pavilions and the Fairgrounds by 9.30 of the first day of the exhibition, otherwise Expocentre reserves the right to dispatch the remaining unpacked exhibits to the warehouse of ExpoWesTrans, ZAO (1st Krasnogvardeyskiy proezd 14, tel.: +7 (495) 605 0327, 605 7421; fax +7 (495) 605 7935).The exhibits will be transferred to the warehouse and stored there at the Exhibitor’s expense. Transfer and warehousing of the exhibits will be charged according to ExpoWesTrans tariffs. 
D.01

SAMPLE POWER OF ATTORNEY
To be issued in three copies
To be made on the exhibitor’s letterhead
Power of Attorney No. 

Issue Date ____ ___________ 20___ 

Expiry Date ____ __________ 20___ 

___________________________________________________________________

(Company name and address)

___________________________________________________________________

(Payer name and address)

Bank account No.______________________ in ____________________________________








(Bank name)

hereby authorizes ______________________________________________________






(Full name, job title) 
Passport No. _________________________________________________________

Issued by _____________________________ Issue Date _____________________________

1. to sign document listed below: 
· application for participation in the exhibition 
· contract for participation in the exhibition 
· contract for holding of additional events 
· delivery and acceptance statement for rented exhibition space 
· orders for additional services 
· acceptance reports 
2. to receive from Expocentre the listed below documents for participation in _____________________________________:

· exhibitor passes 
· work passes (valid throughout build-up and breakdown only) 
· vehicle passes 
3. to sign other documents and perform other actions related to participation in the exhibition, including compliance with fire regulations*, safety measures and other regulations and requirements set by current legislation; to receive orders, proposals, protocols and statements of administrative offences and violations from government inspecting and oversight bodies*. 
Signature of Recipient __________________________________________

Company Chief Executive ______________________         __________________

(or authorized person)





(Full name)


(Signature)

Chief Accountant 

__________________
__________________






(Full name)


(Signature)










Company Seal 
* According to the Russian Law No.69-ФЗ from December 21, 1994 if a person responsible for fire safety at the rented area of the stand is not designated, the responsibility lays with the chief executive of the participating company.  

D.03

DELIVERY/REMOVAL 

PERMIT APPLICATION/ 

Exhibition equipment, exhibits, 

stand materials and structures
To be submitted in two original copies
To be made on your company’s letterhead
	Expocentre, ZAO
To ___________________
Exhibition Management



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 _________________ International Exhibition. 

	No.
	Item
	Quantity

	1
	
	

	
	
	

	
	
	

	
	
	

	
	
	


* Add rows if necessary.
We guaranty timely removal of equipment, exhibits, bulky packaging and stand structures from the venue.
Head of the Company



_______________________





(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 LCD and plasma screen displays, powerful projectors, loudspeaker systems and concert lighting equipment should be authorized by the Telecommunications Division.
	Stamp 

of Expoconsta, ZAO
	Stamp 

of Fire Station No. 160
	Stamp of
Telecommunications Dept.








