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Dear Exhibitors, 
 
We are very happy to welcome you as exhibitor at China Clean Expo 2010. 
 
Preparing exhibition is always a time consuming and precise exercise. In order to assist you, we 
offer you this manual to prepare most efficiently. We advise you to read this manual carefully and 
arrange all relevant order forms in time. 
 
The manual provides order forms and information about furniture / electricity / hotel 
accommodation / temporary staff and so on. Furthermore, it will assist you in introducing your 
products in the catalogue, inviting your clients and informing the press about your participation. 
 
Please return the relevant order forms to us. To process all your orders and requirements in time, 
it is absolutely essential for you to observe all the deadlines of each specific form carefully. 
 
Should you need any assistance while making your preparations for the show, please feel free to 
contact our project team or our agent in your country or region. 
 
Thank you for your support and co-operation. We look forward to seeing you in March in 
Shanghai. 
 
Kind regards, 
 
The Organizers 
Dec. 2009  
 

�����������������������������������������������������������������������������������

 

 
Organizer: Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
10/F., Xiandai Mansion, 218 Xiangyang Rd (S), Shanghai 200031, P.R. China 
Tel:  + 86 21 6437 1178 * 250 
Fax:  + 86 21 6437 0982 * 250  /  6115 4988 * 250 
Contact:  Ms. Lucy Zhang 
Email:  lucy.zhang@ubmsinoexpo.com 
Website:  www.chinacleanexpo.com 
 
Venue: Shanghai New International Expo Centre 
NO. 2345, Longyang Road, Pudong, Shanghai 201204, P.R. China  
Tel:  + 86 21 2890 6888 
Fax:  + 86 21 2890 6866 
 
Official Contractor:  
Shanghai Grand Events Convention & Exhibition Service Co., Ltd. China 
Room 208 Xuhui Creative Loft, No.231 Guanshengyuan Rd. Shanghai   P.C.200235 
Tel:  0086-21-6436 7810         Fax:  86 21- 6436 7830 
Contact:  Ms. Lena 
E-mail:  Lena@grandevents.com.cn 
 
Official Forwarding Agent: 
Agility Fairs & Events Logistics (Shanghai) Co Ltd. 
Room 1606 ,Shanghia Mart, No.2299, Yan’an Road (West) Shanghai 200336, P. R. China   
Tel:  86 21 - 6236 6060 * 211     Fax:  86 21 - 6236 5667  
Ctc:  Mr. Vincent Jiang 
E-mail:  vjiang@agilitylogistics.com 
 
Official Travel Agent and: 
Orient Explorer China                          Official Online Hotel Booking Provider: HRS.cn 
Tel:  + 86 21 5109 9795                           Booking link: chinaclean.hrschina.cn 
Fax:  + 86 21 6464 4008 
Contact:  Mr. Shawn Liu 
Email:  info@orient-explorer.com.cn 
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1. IMPORTANT SCHEDULE 

 

Timetable for Forms���� 

Deadline Event Remarks 

Feb 10th, 2010 

 

Form 1�Free Catalogue Entry & Product Index 

Form 2�Advertisement 

Form 5�Technical Seminars 

Form 6�VIP Buyer Service 

Form 8�Visa Application 
 

 

Compulsory 

 

Mar. 5th, 2010 

 

Form 3�Admission Badges 

Form 4�Stand Construction 

Form 7�Temporary Staff 
 

 

Compulsory 

 

 

Installation period: 

Mar. 27th, 2010 Saturday   09:00 - 18:00 

Mar. 28th, 2010 Sunday    09:00 - 19:00 

 

Exhibition days:  

Mar. 29th, 2010 Monday   09:00 - 17:30 

Mar. 30th 2010 Tuesday   09:00 - 17:30 

Mar. 31st, 2010 Wednesday   09:00 - 15:00 

 

Dismantling period:  

Mar. 31st, 2010 Wednesday   15:00 - 22:00 
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2. IMPORTANT INFORMATION 
 

China Clean Expo 2010 will be held in Shanghai New International Expo Center on March. 29th- 
31st, 2010! 
2.1 Exhibition Days 

Exhibitor: Mar. 29th- 30th, 2010 08:30-17:30  
 Mar. 31st, 2010 08:30-15:00  
Visitor: Mar. 29th, 2010 09:30 Opening ceremony 
 Mar. 29th, 2010 10:00-17:30  
 Mar. 30th, 2010 09:00-17:30  
 Mar. 31st, 2010 09:00-14:30   

2.2 Installation Period 
Booth build-up Mar. 27th-28th, 2010 09:00-18:00 
Freight can begin move in from Mar. 27th, 2010 15:00 
Booth decoration for shell scheme booth from Mar. 28th, 2010 13:00  

2.3 Stand Layout & Construction 
 

�  Raw space 
Exhibitors shall be responsible for all stand-fitting in addition to those provided by the Organizers. 
Exhibitors are expected to comply with any building regulations, all government rules and regulations, 
and regulations laid down by the Organizers. Dimensional drawing indicating the front and side 
elevations and plan view of their proposed display and additional stand-fitting must be submitted 
before commencement of work. 
Note: In the event Exhibitors’ appointed contractor is not one of the Organizers’ official contractors: the 
contractor needs to pay the venue owner a management fee paid by sqm. The exhibitor should return 
the completed Form 4 to the Organizers before the deadline. 
�  The management fee for contracted space: RMB 18.00/sqm 
The venue levies a construction deposit for contracted space: it is RMB 3,000. The deposit it will be 
returned when the exhibitor finished move-out work and the facility is left in good condition. 
Exhibitors who build a double-storied booth should submit the booth layout to the “HAN HAI” for the 
approval from the local security and safety authorities before March 12, 2010. Submissions will be 
subject to additional fees of RMB 50/sqm.Contact No: 8621-2890 6633. 
Exposed backsides of exhibition booths have to be covered with fireproof materials. Backsides 
overlooking other exhibitors booths may not be used for advertising. 
During the process of installation period, contractor working in the exhibition hall must wear safety 
helmets. 
 

�  Shell scheme package 
Interior decoration of shell scheme booth may commence from the afternoon of March. 28, 2010. 
The drawings for shell scheme structure is refer to “OFFICIAL STAND-FITTING CONTRACTOR” 
In principle, any alternation to the Organizers’ shell scheme by the exhibitor is not allowed unless the 
exhibitor obtains prior written permission from the Organizers as a special case. Detailed requirements 
of such alternations must be notified to the organizers while the cost of such work shall be payable to 
the contractor by the exhibitor. 

2.4 Cleaning 
The Organizers will be responsible for the cleaning of the public area, e.g. gangways.  
Raw stand exhibitors will be responsible for the clean of the Interior part of their own booth;  
Shell booth will be cleaned by the organizers.  
During the process of installation, construction and removal of stands, the corridors and gangways 
must not be used at any time for the storage of plants, materials or debris of any kinds. The 
Organizers may at its discretion order the removal of such objects and the exhibitors flouting the rule 
will be liable for the cost of the removal. 

2.5 Storage 
No storage area will be provided on-site. Special arrangement should be made directly with the Official 
Contractor or Freight Forwarder. Otherwise, exhibitors must have their empty cases or cartoons 
transported back to their own premises or have them disposed of on-site.  

2.6 Overtime 
Exhibitors are required to work within the Installation period. Exhibitors shall notify the Organizer 
before 15:00 and bear the overtime charge if they want to continue their working. 
The quote for overtime charge of SNIEC is RMB 1,100/hour/stand (18:00-22:00); 

RMB 2,200/hour/stand after 22:00. 
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2.7 Dismantling Period 
�  No stand may be dismantled or removed in part or in whole before 15:00 on March. 31, 2010. 
�  Exhibitors must leave the sites placed at their disposal in the same condition as they found them. 

Damages caused by the Exhibitor’s installation shall be assessed by the Organizers and the cost of 
reinstatement and restoration shall be charged to the exhibitor. 

�  Exhibitors are responsible for the removal of items, which are not provided by the Organizers such as 
building materials, structures and debris from the exhibition site. Sites must be completely cleared of 
exhibitor’s belongings not later than 22:00 on March. 31, 2010 after which the organizer has the right 
to remove all objects found at the cost of the exhibitor. 

 
 

2.8 Admission to the Exhibition 
�  Admission for Venue Inspection before the Exhibition Period  

Entry to the site for inspection and survey before the exhibition period may be allowed if prior 
arrangements are made with the Organizers. 

�  Admission Badges 
Exhibitor badges will be issued by the Organizers from March. 27 - 28, 2010 ( 09:00 - 17:00 ) in the 
lobby of Shanghai New International Expo Centre. Exhibitors can collect their badges by presenting 
the announcement letter from the Organizer on arrival at the exhibition sites. 

�  Admission during the Exhibition Period 
- Admission shall be by badges and identification badges are not transferable.  
- Exhibitors will be provided free admission tickets per stand for inviting guests of their own.  
- Admission badges for all local Chinese staff of foreign representative offices, foreign business 

agencies and joint ventures who need to enter the exhibition halls to work at the stands will be issued 
by the Organizers at the Shanghai New International Expo Centre. 

 
2.9 Control & Use of Exhibition Stands 
�  Exhibitors’ stands are provided for the sole-purpose of displaying products and items. 
�  All displays shall not obstruct the view of adjoining exhibits nor be operated in any manner 

objectionable to other exhibitors. The Organizers reserve the right to remove or modify any exhibits 
whose fitting or operations are considered, under the Regulations, unsuitable, noisy, obnoxious, 
objectionable or dangerous to the exhibition, the visitors or neighboring exhibitors. All costs incurred for 
the removal of such exhibits shall be payable by the exhibitor. 

�  According to SNIEC regulation, no food is allowed from caterers outside the venue. 
�  According to fire regulation, there should be 40-60 cm clearance between the outer partition walls of the 

stands and the walls of the exhibition hall for safety inspection. 
�  Only construction materials with high fire-resistance level may be used. Double storied booth have to 

be equipped with a sprinkler system in all rooms. 
�  Smoking is prohibited within the exhibition area, except in the special areas designated by the 

Organizers. The exhibitor shall be held responsible for any damage or loss caused by his / her smoking 
in the exhibition area. 
The maximum height of construction is 5m in Hall. 

 
2.10 Electrical Installation 
�  All main electrical cabling up to and including the switch/fuse distribution boxes on each stand/booth 

must be performed by the Official Contractor. 
�  All electrical supplies will be governed by the switch/fuse distribution boxes assigned by the Organizers. 

No exhibitor shall attempt to alter or access to the power supply equipment without prior approval from 
the official contractor. 

�  All electrical apparatus, their electrical load and sensitivity in electrical insulation must comply with the 
relevant PRC regulation. 

�  The exhibitors should take the necessary precautions against rain for all outdoors electrical apparatus. 
�  All electrical apparatus, wires/cables etc. which can be easily contacted by people shall be covered with 

special protection. 
�  The cost of electricity of 220V, 50 c/s consumed by exhibitors has been included in the space rentals. 
 
For all electrical work, supplies and service on the exhibition site, the Organizers and the Official 
Contractor are directly responsible to the hall owner and the related safety department of the PRC 
government. Therefore, electrical work including lighting, power points, main power for exhibits etc. must 
be handled by the Official Contractor. Orders with full payment must reach the Official Contractor before 
deadline. Late orders or site orders will be subject to late surcharges respectively. 
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2.11 Exhibitors’ Responsibilities 
 

�  Exhibitors are responsible for the safety in demonstration of working exhibits. Exhibits likely to pose a 
risk to visitors must be appropriately protected. 

�  Exhibitors must ensure that working exhibits being demonstrated do not emit radiation or gases likely to 
be harmful to human life e.g. laser, toxic gases. 

�  During the entire exhibition period, although official security guards will be provided by the Organizers, 
the exhibitors shall be responsible for the security of their exhibits, property and personal effects. Any 
loss or damage shall be at their own risks. 

�  Access to stands must be provided at all times for officers of the official safety services and other 
government authorities concerned for inspection purposes. 

No exhibition goods or advertising materials shall be affixed to the ceiling or columns of Shanghai 
New International Expo Centre. However, lightweight materials such as banners may be affixed within 
the booth area with the prior approval of the Organizers. Materials that are fireproof or 
non-flammable must be used. 
 

2.12 Safeguard 
 

�  Explosives and Dangerous Materials 
Explosives, detonating, fumigating or inflammable materials and all dangerous, harmful, objectionable 
or obnoxious substances are strictly prohibited. 

�  Radio and Radar Equipment 
Exhibitors intending to operate radio and/or radar exhibits must notify the Organizers of the frequencies 
and obtain permission for such usage. Exhibitors intending to erect special antennae are requested to 
notify the Organizers as soon as possible. 

�  Obstructions and Projections 
The gangways should be at least 3metres in width at all times. No exhibitor shall be allowed to obstruct 
the gangway or any open spaces, and no sign or projection may be hung or projected over the 
gangways or open spaces, or affect in any way the display of neighboring exhibitor. 

 
 

2.13 Official Stand-fitting Contractor - (Attachment 1) 
 

Shanghai Grand Events Convention & Exhibition Service Co., Ltd. China 

Room 208 Xu hui Creative Loft, No.231 Guan sheng yuan Rd. Shanghai   P.C.200235 

Tel:  0086-21-6436 7810       Fax:  86 21- 6436 7830 

Contact: Ms. Lena 

E-mail:  Lena@grandevents.com.cn 

 
 ���� Note to Raw stand exhibitor: Electricity order form is referring to the Form 3 
of Attachment 1. Compulsory! 

 

 

2.14 Official Forwarding Agent - (Attachment 2) 
Agility Fairs & Events Logistics (Shanghai) Co Ltd. are the official forwarding agents and the 
customs liaison agent. Shipment schedules, documentation and related matters will be handled 
directly between the official freight forwarder and exhibitors. Please contact them directly for full 
information. They may be contacted at: 
 

Agility Fairs & Events Logistics (Shanghai) Co Ltd. 
Room 1606 ,Shanghia Mart, No.2299, Yan’an Road (West) Shanghai 200336, P. R. China   
Tel:  86 21 - 6236 6060 * 211         Fax:  86 21 - 6236 5667  
Ctc:  Mr. Vincent Jiang               E-mail:  vjiang@agilitylogistics.com 

 

Exhibitors are advised to note the shipment deadline. All promotional materials, printed matters, video 
and slides must be passed to the official freight forwarding agent for presentation to the Chinese 
Customs for approval in advance. 
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2.15 Official Travel Agent - (Attachment 3) and Online Hotel Booking Provider 
Orient Explorer China has been appointed as the official travel agent for China Clean Expo 2010. 
To make your hotel reservation or other travel requirement, please contact: 
Orient Explorer China 
Tel: + 86 21 5109 9795 
Fax: + 86 21 6464 4008 
Contact: Mr. Shawn Liu 
Email: info@orient-explorer.com.cn 
 
HRS.cn has been appointed as the official online hotel booking provider 
Booking link: chinaclean.hrschina.cn 

 

 
 
 
 
 
 
 

3. CHECKLIST 
Note: 

To ensure accuracy of information, you©d better submit soft copy by email lucy.zhang@ubmsinoexpo.com 

No. Order Form Deadline Remark 

1 Free Catalogue Entry & Product Index Feb 10, 2010 Compulsory 

2 Advertisement Feb 10, 2010  

3 Admission Badges Mar.5, 2010 Compulsory 

4 Stand Construction Mar.5, 2010 Compulsory for Raw space exhibitors 

5 Technical Seminars  Feb 10, 2010  

6 VIP Buyer Service Feb 10, 2010  

7 Temporary Staff Mar.5, 2010  

8 Visa Application Feb 10, 2010  
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Form 1 compulsory 
� � � � �� � � � � 	 
 � � �� � � � 
 �

Deadline: Feb 10, 2010 

 

Note:  We have sent this form to you by email after you confirmed the contract. If you didn’t 
receive the form by email, please contact organizer. Please use the electronic edition 
lest some mistakes. 
In order to facilitate your promotional activities in China, we strongly recommend that 
a Chinese translation of your company’s name and address should be provided. 

 
(Please TYPE using upper and lower cases throughout) 

 

Name in English:   

Name in Chinese:   

Address:  Zip Code:   

Country:  Tel:  Fax:   

Email:  Website:  Booth No.:   

 

Company Services/Products Description (150 Chinese / English words)  

Please provide the colorized company©s logo and two colorized pictures of the products. 
 

Please send information by E-MAIL to organizer ’s office. 
 
 
 
The exhibitor’s catalogue serves both as a guide to the Exhibition and as a valuable 
reference. 
�  Every Exhibitor/Company is entitled to have one free catalogue entry with one company 

contacts information. 
�  All information will be published in standard lettering and format for all companies alike. 
�  To ensure your company’s information to be included in the catalogue, please return the 

forms before the deadline to the sales office through which you contracted your booth. 
Otherwise, the Organizers will use the information of your company according to his 
files/records for entries in the catalogue. 

�  The Organizers bear no responsibility for the accuracy of the information, which the exhibitors 
provided. 

 
 
 

Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 

10/F.,Xiandai Mansion, 218 Xiangyang Rd (S), 

Shanghai 200031, P.R. China  

Tel:  +86 (21) 6437 1178 * 250 

Ctc:  Ms. Lucy Zhang 

E-mail� lucy.zhang@ubmsinoexpo.com 
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Form 2 
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �  
Deadline: Feb 10, 2010 
 

As the Organizers of the show, we provide attractive packages for sponsorship and on-site 

advertising opportunities.   

Listed is just a few: 
 

1. Catalogue Ad: 

No. Adv items Width × Height  Price (RMB) Order 

1 Back cover 142 * 210 mm 5,000  

2 Inside front cover 142 * 210 mm 4,000   

3 Inside back cover 142 * 210 mm 4,000   

4 Inside full page 142 * 210 mm 3,000   

 
 

2. On-site Ad: 

No. Adv items  (production included) Price (RMB) Order 

A Balloon banner � 0.9X10M Cloth two colors �  8,000/pcs/show  

B Inflated Arch � Span: 18M, two colors �  12,000/pcs/show  

C 
8M AD flag post at the Entrance Square 

� 0.9MX2.5M, 2sides, total 17 pcs �  
2,000/pcs/show  

D 
Corridor Ad. Banner between Halls  

� 2.2M X 16M, Hall E1- E5 available only �  
14,000/pcs/show  

E 
Triangle AD post at the Internal Square  

� 1.1MwX2Mh, 3 sides, total 16 pc �  
3,200/pcs/show  

F Movable outdoor AD board � 8MwX5Mh �  25,000/pcs/show  

G Triangle AD post � 1.1MwX2Mh, 3 sides �  30,000/pcs/show  

H 
Color flag at the Entrance Square 

� 1.5M X 1M, two colors, total 150 �  
750/pcs/show  

 
 
 
 

 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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Form 3 compulsory 
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � 	 � �� � � 
 � �  
Deadline: Mar. 5, 2010 
 
Please list name and nationality of all your representatives who will work during the exhibition. The delegation list is 

for the issuing of exhibitor badges.  

Note: We have sent this form to you by email after you confirmed the contract. I f you didn’t receive the form by 

email, please contact organizer. Please use the electronic edition lest some mistakes. 
 
 

Booth Number �

� �

�     
 

 Name (English or Chinese)  Title  Company Name 

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      
 

Use extra paper if necessary 
 
 
 
 
 
 

Please make a copy for your own file & return this form by fax or email to the following address: 
 
 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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Form 4 
                                                        � � � � � �� 	 � � � � � � � � 	 �  
Deadline: Mar. 5, 2010 
 
Exhibitors who are carrying out stand construction work to their raw space booths must fully 
understand the content in this page. 

 

Management fee & deposit 

When the Exhibitor©s appointed contractor is not the Organizers© official contractor, the Exhibitor should notify in 
advance his contractor to pay the venue owner a management fee based on the Exhibitor©s contracted space. 
And exhibitor’s contractor must lodge with the official contractor a deposit and pay a badge fee for each worker. 

The management fee is RMB 18/sqm; the deposit is RMB 3,000. The deposit will be returned on move out 
when the venue is left in good condition. The management fee should be paid by the exhibitor©s appointed 
contractor to the venue owner.  

The deposit should be paid by contractor.  

Double storied booths 

Exhibitors who build double-storied booth should submit the booth layout to the organizer before March 12, 
2010 for approval from the local security and safety authorities. Submissions may result in additional fees of 
min RMB 50/sqm. Double storied booths must be equipped with a sprinkler system in all rooms. Backsides 
overlooking neighboring stands must be covered with flame resistant material of neutral color. No advertising 
shall be affixed. 

Overtime 
Exhibitors are required to work within the Installation period. �

� �

� 09:00-18:00 �

� �

� . Exhibitors shall notify the 
Organizer before 15:00 and bear the overtime charge if they want to continue their working. 
The quote for overtime charge of SNIEC is RMB 1,100/hour/stand (18:00-22:00); RMB 2,200/hour/stand 
after 22:00. 
 

On site registration procedure for Raw Space Booth contractors 

1. to collect the Construction License the contractor presents a copy of third party liability insurance and pays 

the management fee and settles the deposit at the SNIEC registration counter in the entry hall (South 

Lobby);. 

2. according the requested amount of badges for workers 

3. (if needed) pay the parking pass for the contractor’s truck 

(RMB 30/truck/90minutes, deposit: RMB 300/truck) 

 
 
 
[  ] I understand  [  ] I don’t understand (pls highlight section to be clarified) 
 
 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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                                                               Form 5 
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �� � � � � � � �  
Deadline: Feb 10, 2010 
 
All exhibitors are welcome to hold technical seminars during the exhibition period. Please complete Form 5 and 
return it before the deadline with payment RMB 7,000 for your proposed two hours session. 
 
You will be notified 30 days before the exhibition whether the Organizers will accept the proposed topic. The 
exhibitor has to submit two copies of the full text of the paper to the Organizers before Feb 10, 2010. 
 
In the event an exhibitor withdraws from the seminar after the topic has been accepted by the Organizers, the prepaid 
seminar fee will be forfeited. 
 

1. Proposed Topic of Presentation:    

   

2. Proposed Speaker (s) and Position(s)   

   

3. Synopsis �    

   

4. Schedule: 
�  Morning session    
( 10:00 - 12:00 hours ) 

 
�  Afternoon session  
( 14:00 - 16:00 hours ) 

 

5. I would need an interpreter (will quote price): �  Yes �  No   

Please specify language:   

6. I would like to have my speech text translated into Chinese. 
Please give me a quotation. 

 � Yes � No   

7. Equipment required 
(Will quote price): 

      

   

   

 
 
REMARKS: In the case exhibitors withdrawal from their br iefing after the topics had been accepted by 

Organizers, the prepaid seminar fee will be forfeited. 
 
 

Please make a copy for your own file & return this form by fax or email to the following address: 
 
 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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                                                               Form 6 
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �� � 
 � � �� � � � � � �  
Deadline: Feb 10, 2010 
 

A VIP BUYER SERVICE will be provided for exhibitors who intend to invite important buyers to visit 
the exhibition. The Organizers will send specially printed VIP Buyer badges to those who are nominated by 
exhibitors. 
The VIP Buyers will be invited to the opening ceremony and will receive show information such as show 
directories and services in the on-site lounge free-of-charge. 
The Organizers reserve the right to refuse VIP status to nominees that deems not sufficiently qualified. 
 

Please type or use word processor on separate sheet and use both upper and lower case 
 

1) Name of Buyer:  Position:  Tel 	   

 Company :   

 Fax:  E-mail:   

 Address:  Post Code:  
 
2) Name of Buyer:  Position:  Tel 	   

 Company :   

 Fax:  E-mail:   

 Address:  Post Code:  
 
3) Name of Buyer:  Position:  Tel 	   

 Company :   

 Fax:  E-mail:   

 Address:  Post Code:  
 
4) Name of Buyer:  Position:  Tel 	   

 Company :   

 Fax:  E-mail:   

 Address:  Post Code:  
 

(Use separate sheet if necessary) 
 

Please make a copy for your own file & return this form by fax or email to the following address: 

 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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Form 7 
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �� � � � �  
Deadline: Mar 5, 2010 
 
We require temporary staff as follows: 
 

Category of 

Personnel

Normal 

Rates/per 
day

No.Of 

Persons Date (From) Date (To)
Cost 

RMB

1 English/Mandarin RMB400         

 Special for stature RMB500         

2 Other Language RMB1,000         

 (Please Specify)  

3 Electr ician RMB300         

4 Carpenter  RMB300         

5 Booth Attendant RMB300         

 English/Mandarin  RMB500         

6 Other Personnel Will quote         

        Total: RMB   

Please specify job nature :  

 
NOTE: 
a. Double charge will be levied on weekends, public holidays and outside of normal office hours. 

b. For any cancellation made within 7 days prior to the opening of exhibition, the exhibitor has to pay the temporary 

staff ordered one day at the normal rate. 

c. Payment for the temporary staff should be made 14 days prior to the exhibition opening, otherwise, cash payment 

must be made on-site before service can be provided. 

d. The temporary staffs are available during exhibition hours only. If you need them to work overtime, please inform 

the Show Management Office in advance. 
 

Please make a copy for your own file & return this form by fax or email to the following address: 
 
 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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                                                               Form 8  
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �� � � � � � � � � 	 �  
Deadline: Feb 10, 2010 
 
All foreigners must obtain an entry visa before travelling to 
China. Exhibitors and visitors are strongly recommended to 
process the application well in advance, at least one 
month before departure from the country of origin.  
All applicants for visas are required to have an Invitation 
Letter from the Chinese authority. The organizers will 
coordinate and forward the information of the applicant to 
the Chinese authorities to issue the Invitation Letter. The 
letter will be ready within 14 days and presented to your 
company by fax or express mail. Upon receipt of this 
invitation letter (visa authorization), the applicant is 
required to present his/her passport, a recent photograph, 
a completed visa application form (available at the local  

 
Chinese Embassy) and proceed to the local Chinese 
Embassy or Consulate for completion of the formalities. 
Together with this form, please provide the organizers 
copies by fax or mail of the following: your PASSPORT, 
AIR TICKET and HOTEL RESERVATION. If you have 
received a visa for China in the past, please also provide a 
copy of this. 
Passports must be valid for at least SIX MONTHS beyond 
the intended date of entry into China. 
Please make enough copies for each applicant and return 
the typewritten form to us before the deadline. 

 

 
 

INVITATION  LETTER  APPLICATION  FORM  
 

 

Name:   

Nationality:   Sex:   Passport No.:    

Date of Birth:   Place of Birth:   

Entry China Date:  Exit China Date:   

Position:  Education:   

Company Name:    

Address:   

Tel:   Fax:    

Contact Person:   Place Desired to Get Visa:    
 
 

We understand that our visa invitation will only be processed when we return this form before deadline. 
 

 
Please make a copy for your own file & return this form by fax or email to the following address: 

 
Company:  Booth No.:  

Person to contact:  Tel:  Fax:  

Mobile Phone:  Email:  
 
Shanghai UBM Sinoexpo Int’l Exhibition Co., Ltd. 
Add: 10/F.,Xiandai Mansion, 218 Xiangyang Road (S), Shanghai 200031, P.R. China 
Tel: +86 21 6437 1178 * 250 
Fax: +86 21 6437 0982 * 250  /  6115 4988 * 250 
Email: lucy.zhang@ubmsinoexpo.com 
Contact Person: Ms. Lucy Zhang 
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4. GENERAL INFORMATION 
 

4.1 General Regulations 
�  The control of the Exhibition is vested, at all times in the Organizers whose decision is final and 

binding on all Exhibitors and Contractors. 
�  Exhibitors shall be bound by the conditions, rules and regulations set forth in the contract and any 

changes must be made in writing and signed by the Organizers, who shall have full power to 
interpret and to make or amend these rules provided that such amendments and additions do not 
operate to diminish the rights reserved for the Exhibitor under this application, and shall not operate 
to increase liabilities of its Organizers or Sponsors. 

�  The organizers shall have the right, without appeal, to resolve all cases not provided in the 
Regulations in this manual. 

�  Exhibitors agree to abide by all regulations contained in this Manual and further amendments and 
addenda where required by signing the Application Form with the Organizers. 

4.2 Pre-Show Publicity 
�  Show Preview 

Pre-show newsletters or show updates which convey all the show activities, exhibitors’ information, 
exhibit updates & product profiles are set to reach all the important decision makers and targeted 
visitors in the relevant sectors in China one month or longer before the opening of the show. 

�  Promotional Materials 
Apart from show tickets, Exhibitors will be provided upon request with additional free promotional 
materials such as opening invitation and other materials, to announce their presence at the show 
and promote to their prime prospects. 

�  Press Conference 
Pre-show news release will be held to boost the awareness of the show and generate the visitors’ 
interest. 

4.3 Temporary Staff 
Exhibitors can hire interpreters or attendants to assist at the stand. Decorators and carpenters are 
also available for hire. Please refer to Form7. However, exhibitors are advised to bring any 
sophisticated hand tools in case these are not available on site. 

4.4 Liabilities 
�  The Sponsors, Hosts and Organizers are not responsible for loss, theft or damage by fire or injury 

of any nature to any person or article. Reputable watchmen will be on duty day and night, but will 
not guarantee against loss. 

�  Each exhibitor participating in the exhibition needs to indemnify the Organizer against all claims of 
all kind against the Organizer, due to, or in any way, connected with their participation in the 
exhibition. 

�  The Organizers are not liable to the exhibitors or their agents or employees in respect of any direct 
or indirect damage, loss or injury, to persons or property arising out of or in any way, connected 
with the exhibition. 

�  The sponsors, hosts and organizers shall not be liable for loss, damage, delay or cancellation as a 
result of any unforeseen reason or resulting from acts of war, civil commotion, strikes, economic 
blockade, military activity or any other circumstances which shall render it impossible or inadvisable 
for the Organizer to hold the exhibition at the time and place provided. The Organizers reserve the 
right to reschedule the exhibition for a later date. Exhibitors have to acknowledge that the organizer 
will have sustained damages and losses as a result of the foregoing as well, and shall and does 
hereby waive all claims for damages or compensation. The sums paid to the Organizers as fees or 
otherwise in connection with the exhibition shall remain the property of the Organizers. 

�  In the case an exhibitor’s withdrawal from the exhibition after confirmation of participation by the 
Organizers, all payment made shall be forfeited. Notice of withdrawal must be made in writing to 
the Organizers who shall arrange for reallocation of such space which does not necessarily entitle 
the exhibitor the right to claim for refund or any payments made, or release from any sums of which 
he has already committed or become liable to. 

�  The Sponsors, Host and Organizers bear no responsibility for any errors or omissions in the 
exhibition directory, which is compiled from the information supplied by the exhibitors and/or their 
agents.  

�  The Sponsors, Hosts, Co-organizers and Organizers are not responsible for any loss, damage, or 
delay incurred in freight shipments (transport, handling and clearing) into and out of the PRC. 
Exhibitors are urged to adequately insure all shipments. 
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4.5 Visa, The Customs, Credit Cards 
 

�  Visa Application to China 
All foreigners must obtain an entry visa before proceeding to China. Therefore, all exhibitors are 
required to have the Invitation Letter from the Chinese authority for visa application. Upon receipt of 
Exhibitor’s completed application for visa invitation letter (Please refer to Form 8), the 
Organizers will coordinate and forward the information of the application to the Chinese authorities 
for issuing the Invitation Letter which will be ready within 14 days and shall be presented to your 
company by fax or express mail. 
The issuing fee for invitation letter is free for exhibitor and visitor. 

�  The Customs 
Tax is normally not levied on all displays, stationery and drinks to be consumed in the exhibition 
hall. However, import tax may be charged on souvenirs and gifts. In order to avoid complication, 
exhibitors are encouraged to abstain from distributing gifts at the stand, except in very small 
quantity. If the gifts are too expensive, too large in size or are electronic products, the Chinese 
customs office may refuse clearance even if the carrier is willing to pay the import duties. Exhibitors 
are therefore advised not to carry these in their personal luggage. Slides, video, movies and all 
literature for distribution in the exhibition must be vetted and approved by Chinese Customs in 
advance. For details, please refer to the manual concerning freight forwarding.  

�  Credit Cards 
Small hotels, shops and restaurants only accept cash. Only major hotels and high-class restaurants 
accept credit cards. Master, Visa and American Express are most commonly accepted in China. 
You are therefore advised not to rely entirely on credit cards for your daily expenses. 
 

 

4.6 Insurance 
 

�  Insurance 
All exhibitors shall bear responsibility to insure indemnity and hold the Organizers, hosts, sponsors, 
their employees or agents harmless in respect of all costs, claims, and any expenses incurred as a 
result of loss or injury caused by the exhibitors. 

�  Third Party Liability Insurance 
Exhibitors are required to obtain insurance for all third party risk, and to ensure that the Organizers 
are added as a named insured in such insurance protection. The organizer requires that the 
participating companies shall obtain a third party public liability insurance. The proposed 
purchase of related personnel and exhibits related insurance, public insurance coverage 
limit is RMB 5 (Euro 0.5) Million. 
 

 

4.7 Arrival Formalities 
 

Health declaration, entry card and the Customs declaration forms are normally presented to you by 
the aircrew before landing.  
If you are hand carrying exhibit items or publicity literature, declare to the Customs. Should 
difficulties of clearance arise, request that the cargo be customs bonded. You will be able to debond 
and clear the same article at the exhibition halls with the on-site Customs officers. For details, 
please contact the official freight forwarder. 

 

Note: If you are hand carrying exhibits and other items into the exhibition site, please ensure you 
declare the same to the on-site customs officer. Otherwise, it would not be possible for you to carry 
it out of the halls. 
 

 

4.8 Others 
 

�  Medical 
Please bring with you prescribed drug you may need since it might not be available in China. 

�  Electricity Supply 
380V, 50 c/s, 3 phase; 220V, 50 c/s, single phase. Electricity will be supplied throughout the 
exhibition period between 09:00 a.m. to 18:00.  

�  Weather 
In March temperature in Shanghai is around 10- 15°C. 
 

 

4.9 Specifications of Exhibition Halls - See Page 18  
 

4.10 How to Sell the Bonded Exhibits to Chinese Buyers - See Page 19 
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4.9 Specifications of Exhibition Halls 

 

FACILITIES HALL E6 

ACCESS FOR 
EXHIBITS/VISITORS 

10 GATES PER HALL:5M(W)X4m(H).  
5 NORTH GATES & 5 SOUTH GATES  

FLOOR AREA (GROSS) 11,547SQM/HALL 

EXHIBITS TO HALLS TRUCKS/FORKLIFTS 

FLOORING CONCRETE FLOOR WITH HARDENER, LOADING 3MT/SQM 

ELECTRICITY CAPACITY 2400kw 

POWER SUPPLY 5 WIRE, 3 PHASE 380V/220V, 50HZ/5000KVA 

AIR COMPRESSOR 8BAR 

LIGHTING LEVEL 250LX 

CEILING HEIGHT  11M 

HANGER IN HALLS LIGHT AD CARRIER UNDER 10KG 

WATER SUPPLY 294 PER HALL WITH CALIBER OF 28MM 

DRAINAGE 168 PER HALL WITH CALIBER OF 100MM 

FIRE PROTECTION 
AUTOMATIC FIRE SPRINKLER SYSTEM,  

FIRE DETECTION & ALARM SYSTEM WITH RISER & HOSEREEL,  
PORTABLE FIRE EXTINGUISHERS 

AIR CONDITIONING AVAILABLE 

VENTILATION 33,600 CUBIC METER/HOUR PER HALL 

TELEPHONE 200 PER HALL 

INTERNET ADSL 

SECURITY SYSTEM 24 HOURS SECURITY GUARDS ON DUTY,  
VIDEO SURVEILLANCE, INSTRUSION ALARM 

BROADCASTING SYSTEM AVAILABLE IN HALLS AND OFFICES 

EMERGENCY LIGHTING AVAILABLE IN HALLS AND OFFICES 

TOILET 2 FOR MEN, 2 FOR WOMEN WITH 20 CLOSETS PER HALL 

 

 

1 metre = 3.2808 ft.     1sq metre = 10.762 sq. ft. 

Note:  The above information supplied by Shanghai New International Expo Centre is correct at the  

time of being printed and may be subject to change without prior notice. 
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4.10 How to sell the bonded exhibits to Chinese buyers 
In order to assist Exhibitors who may sell their bonded exhibits to Chinese buyers during the exhibition, 
we have specially prepared this information: 
1. Procedures for Exhibitors to Sell Their Bonded Exhibits to Chinese Buyers 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. Importance 
A. What the seller/exhibitor has to prepare: 
�  the specifications of the exhibit to be sold & packing list 
�  the Performa Invoice 
B. What the Chinese buyer has to do: 
�  Sign the purchasing contract with the seller/exhibitor 
�  Get the import permit if necessary (please consult the Customs beforehand) 
�  Settle the duties and other payments: 

a. payment of the exhibit at contracted price to the seller 
b. import duties (as listed in the Customs Import Duty Handbook) to the Customs 
c. VAT (17% of dutiable prices* of the exhibit + import duty) to the Customs 
d. Import surcharges ( 3% of the dutiable price of the exhibit) to the Import & Export Agent 
e. Charges of Certificate of Customs Declaration / Inspection and Quarantine of 3 Items (Animals, 

Plant and Sanitation) to Administration of Quality Supervision, Inspection and Quarantine of P.R.C. 
C. What the organizers would do: 
�  Invite import & export agents to set up an on-site trade liaison office to serve exhibitors and Chinese 

buyers have no import right  
�  Appoint official freight forwarder to supply services of the Customs clearance, transportation and 

bonded warehousing for exhibits before or after the show 
�  Coordinate the work of trade liaison office and freight forwarder with the Customs  
* Note: The dutiable price is the contracted price if so confirmed by the Customs, or a market price 

decided by the Customs when the contracted price is deemed lower than the market price.      
 

**** Please contact the Organizers for more details **** 
 

Seller/Exhibitor Imp. & Exp. Agent  
In China               
 

Chinese Buyer 
Without import right 

Chinese Buyer 
With import right 

Purchasing Contract 

The Customs Office ---  
Import Duty/VAT, Customs Clearance 

Product Import Permit 
If necessary 

Delivery of sold exhibits to buyers on 
site or in bonded warehouses 

Administration of Quality Supervision, Inspection and Quarantine – 
Certificate of Customs Declaration / Certificate of Inspection and Quarantine 
 


