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Complete and return the following forms 
 
CHECKLIST OF FORMS  

After you have read this Exhibitor Handbook 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 be downloaded by clicking on the appropriate ftp links within the checklist and document 
below. 
 
Return to the Conference Managers 

 
�  Trade Registration Form      DUE  Wednesday 14 October 2009 
�  Broadform Liability Insurance Policy (compulsory)   DUE Wednesday 14 October 2009 
 
Return to Agility Fair and Events 

 
�  Freight Transportation Form         DUE  Friday 31 October 2009 
�

Return to Cairns Convention Centre  

 
�  CCC Broadband Internet          DUE  Wednesday 21 October 2009 
 
Any Exhibitors who require internet access, additional stand catering or telephone access will need to order this 
directly through the Cairns Convention Centre. 
 
Return to the Events NQ (exhibition supplier) 

 
ALL  forms applicable to your exhibition     DUE  Friday 6 November 2009 
 
COMPULSORY FORMS – due Friday 6 November 2009 
 
�  Fascia Sign Order Form        DUE  Friday 6 November 2009 
�  Furniture Order & Electrical Form     DUE Friday 6 November 2009 

 
For further information on the product and services  provided by Events NQ, please refer to their websi te 
www.eventsnq.com.au  
 
Please note: failure to return the above forms by t he due date may result in an inability to provide t he 
requested goods/services at the conference.   
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How to use this handbook 
 
Read this handbook immediately  

�  This document contains IMPORTANT INFORMATION from the Conference Managers .  
�  It has been designed to answer your pre-event and onsite enquiries about the event, claiming your exhibitor 

entitlements before the event, and your role as an exhibitor.  
�
�
Read the information supplied by the Cairns Convent ion Exhibition Centre immediately 

�  Item 1 – CCC Exhibitor Manual 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, freight forwarding, return and provide information about rules and regulations 
pertaining to that venue.  

 
Read the information supplied by Events NQ  immedia tely 

�  Item 2 – Exhibitor Letter contains IMPORTANT INFORMATION from the exhibition builders .  
�  It has been designed to answer your pre-event and onsite enquiries about your booth structure, custom booths 

and pre-ordering any equipment, plants or furniture you might wish to hire for your booth.  
 
 
Read the information supplied by the official freig ht forwarder – Agility Fairs and Events 

�  Item 3 – Benefits of using Agility contains IMPORTANT INFORMATION from the freight forwarding 
company . Please also refer to their terms and conditions located Agility Terms Conditions.  

�  Agility Fairs and Events have been appointed the official contractor for domestic freight forwarding services.  
Agility provide services to help with your local and interstate transport needs including delivery onto each 
exhibitor’s stand at the exhibition venue.  Storage of early consignments, packing materials during the 
exhibition and storage after the exhibition can also be arranged.   

 
 
Read the information supplied by the official testi ng & tagging service  

�  Item 4 – Testing and Tagging Form contains IMPORTANT INFORMATION from the official testing and 
tagging service .   

�  The venue requires all on-site electrical appliances including; laptops, power boards, power leads, extension 
leads and lights to be tested and tagged to the Australian Standard 3760:2003.  

�  If you wish to use their services Cairns Onsite Test & Tag staff will be on-site testing and tagging on the 
Sunday 22 nd November 2009  between 1000 - 1430 hours . Cost is $6.60 per appliance tested pass or fail.  
Contact Allan Wessel, Cairns Onsite Test & Tag on (07) 4035 4144 or email allan@timthetoolman.net.au . ��
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�

Contacts 
 
Conference Managers 

�
Name:   Julianne Foley    Lydia Mernik 
Organisation:  RMIA Conference Manager  RMIA Conference Co-ordinator 
Address:  PO Box 97    PO Box 97 
   CARLTON SOUTH  VIC  3053  CARLTON SOUTH VIC  3053 
Telephone:    +61 3 8341 1006   +61 3 8341 1002 
Fax:       +61 3 9347 5575   +61 3 9347 5575 
Email:    events@rmia.org.au    poc@rmia.org.au   
Website:  www.rmiaconference.com   www.rmiaconference.com   
 
Venue: Cairns Convention Centre  

 
Name:    Penny Menzies, Senior Event Co-ordinator 
Organisation:  Cairns Convention Centre  
Address:  Cnr Wharf & Sheridan Streets 

Cairns QLD 4870 
Exhibition Location: Hall 2 
Telephone:    +61 7 4042 4200 
Fax:       +61 7 4052 1152 
Email:   events@cairnsconvention.com.au   
Website:  www.cairnsconvention.com.au   
 
Exhibition Builder: Events NQ 

 
Name:   Emma Leonard, Exhibition Co-ordinator 
Organisation:  Events NQ 
Telephone:   +61 7 4053 4577 
Fax:   +61 7 4053 9191 
Email:   emma@eventsnq.com.au  
Website:   www.eventsnq.com.au  
 
Freight Forwarding Company: Agility Fairs and Event s 

 
Name:   Dianne Stubbs, Snr Exhibition Coordinator 
Organisation:  Agility Fairs and Events 
Telephone:   +61 (0) 2 8755 8899 
Fax:    +61 (0) 2 9642 6899 
Email: dstubbs@agilitylogistics.com 
Website:   www.exposervice.com.au  
 
Testing & Tagging Company: Snap Test & Tag 

 
Name:   Allan Wessel 
Organisation:  Cairns Onsite Test & Tag 
Telephone:   (07) 4035 4144 
Email: allan@timthetoolman.net.au 
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Your entitlements 
 
Booth Exhibitors 

Type SHELL SCHEME BOOTH (3m x 3m 2) 
Size �  3m x 2.4m2 
Walls �  2.4m high Velcro Compatible front runner covered walls 
Sign  �  Company names will be installed over each open aisle fascia.  Lettering will 

be computer cut black vinyl on a white corflute backing board.  Each sign 
will be a maximum of 30 black characters including spaces. 

Fascia �  25cm deep and covered with Velcro receptive fabric.  A fascia is provided 
for all open sides of the booth 

Lighting �  2 x 60-watt track mounted spotlights per stand. Mounted on light track 
inside fascia unless otherwise specified. 

Flooring  �  The existing venue carpet, which is blue in colour, will constitute the flooring 
of your stand.  There will be an additional cost if you wish to change the 
colour of your carpet – please contact Events NQ if you wish to do this.  

Power �  1 x 4amp power point per stand regardless of size located in rear corner of 
stand unless otherwise specified. 

Listed in handbook 
 

�  Exhibitor company name 
�  Booth display location 
�  An 80 word promotional paragraph 
�  Paragraphs to include full contact details including 

-  contact name 
-  organisation name 
-  postal address 
-  telephone number 
-  fax number 
-  email & web address 

Entitlements 
 

Includes: 
�  2 x Monday/Tuesday lunch 
�  2 x Sunday/Monday/Tuesday Happy Hours 
�  2 x Welcome Reception Dinner 
�  2 x Conference Dinner 
�  1 x Conference Satchel 
�  1 x Conference Handbook 

Delegate list �  Delegate list provided in an electronic format, two weeks prior, and two 
weeks after the conference subject to the spirit of privacy law provisions 
(not including email addresses) 

Additional equipment �  Additional equipment may be hired from the exhibition supplier at exhibitor’s 
own expense 

 
Space only exhibitors 

Size  
Size �  Minimum purchase 7.2m2 
Floor Space �  Custom built booth must be erected on the floor space 

�  Carpeted floor space blue in colour 
Design A custom designed exhibition booth must be erected on floor space, with a 

design subject to approval by the Conference Managers and the Cairns 
Convention Centre  

Listed in handbook 
 

�  Exhibitor company name 
�  Booth display location 
�  An 80 word promotional paragraph 
�  Paragraphs to include full contact details including 

-  contact name 
-  organisation name 
-  postal address 
-  telephone number 
-  fax number 
-  email & web address 
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Entitlements 
 

Includes: 
�  2 x Monday/Tuesday lunch 
�  2 x Sunday/Monday/Tuesday Happy Hours 
�  2 x Welcome Reception Dinner 
�  2 x Conference Dinner 
�  1 x Conference Satchel 
�  1 x Conference Handbook 

Delegate list �  Delegate list provided in an electronic format, two weeks prior, and two 
weeks after the conference subject to the spirit of privacy law provisions 
(not including email addresses) 

Additional equipment �  Additional equipment may be hired from the exhibition supplier at 
exhibitor’s own expense 

Does not include �  Fascia sign 
�  Power 
�  Lights 
�  Walling 

 
 

Registration 
 

EXHIBITORS WILL NOT BE PERMITTED ONSITE WITHOUT REG ISTERING 
 
For security reasons, all exhibitor staff who attend the RMIA 2009 Conference , complimentary or otherwise MUST 
register. Please note: an application to exhibit or sponsor does not constitute a registration and for legal reasons 
all exhibitors must register to come onsite.  
 
Exhibitors must be registered by one of the following methods: 
 
�  Trade Registration Form must be completed with the names of all staff who will be manning your exhibition 

stand over the course of the conference – Trade Registration Form. Please note that this only gives access to 
the exhibition area and does NOT allow attendance to sessions.  

�  You may purchase additional conference registrations to allow access to sessions and inclusion of social 
events – RMIA 6th Annual Conference Registration Brochure. 

 
 

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 must be 
directed to Cairns Convention Centres loading dock which is located Cnr Wharf & Sheridan Streets intersection.  A 
manned vehicle checkpoint will be located so as to ensure the orderly movement of traffic. 
 
All exhibitors and contractors may be required to report to Cairns Convention Centre holding bay prior to 
approaching the loading dock. All personnel must have some form of identification, such as a driver’s license, so 
they can be checked off by security.  
 
Vehicles are only allowed temporarily on the loading dock whilst loading/unloading.  Any vehicles left unattended 
on the loading dock may be subject to parking fines.  All signage on loading dock and ramps are to be strictly 
adhered to. 
 
The Cairns Convention Centre accepts no responsibility for the safety of vehicles and their contents within Cairns 
Convention Centre’s premises.  
 
Loading Dock Times  
Monday - Friday 0900 – 1700 hours 
 
Neither the venue nor the Conference organisers will accept responsibility for the safety of any such items 
delivered to the Cairns Convention Centre in the absence of the exhibitor or their agent. Exhibitors are responsible 
for the acceptance of all goods.   
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The Venue and the Conference Organisers will not take responsibility for the clearance of goods through Australian 
Customs. 
 
Please ensure all goods are correctly labelled Exhibitors Delivery Notice. The venue delivery label must be affixed 
to each items being sent /delivered. 

 
Storage 
Please note that there is limited onsite storage available at the Cairns Convention Centre for exhibitors.  Goods will 
only be accepted 48 hours prior (from Friday 20 November – see access times above) to the Conference and 
must be by 23.59 hours on Wednesday 25 November after the Conference conclusion. Any additional storage 
can be organised at the exhibitors cost via Agility Fairs and Events.  
 
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.  
 
Materials Handling  

A forklift service will be supplied free by the Cairns Convention Centre during bump in the hours of 0900 – 1500 
hours  on Sunday 22 November.  During this time all exhibitor marked goods will be delivered to the relevant 
stands. This service has been arranged by the Organisers as a complimentary service to the exhibitors.  
 
Should you require any additional materials handling this will need to be organised directly with the Cairns 
Convention Centre Materials Handling Form. 
 
 

Access to pre-delivered materials 
 
Transfer of materials from storage to booths 

Goods will be accepted on Friday 20 November 2009 from 0900 – 1700 hours. All goods will be waiting for 
exhibitors at their stands from 0900 hours  on Sunday 22 November 2009 .  If your goods are not on your stand 
please inform the Conference Manager or Cairns Convention Centre personnel who will be able to assist you. 
 
Unpacking within the exhibition area must take place in your stand area and not in the aisle ways or at another 
exhibitors’ stand.  Aisles and fire exits must be clear at all times. 

 
 

Setup 
 
On-site registering and collecting of your exhibiti on kit 

Exhibitor envelopes contain all relevant tickets, name badges and any last minute information and will be available for 
collection from the registration desk on Sunday 22 November 2009 from 0900 hours . You may be asked for ID 
(business card or similar) to sign for and collect the envelope. 
 
Set up time 

Saturday 21 November 2009 
 
0800 hours  Events NQ begin exhibition build 

Space only contractors have access to begin custom stand build (safety vests required) 
 
Sunday 22 November 2009 
 
0900 hours  Booth (shell scheme) and space only exhibitors to bump in. 
1430 hours  Exhibition set up to be complete  
1500 hours  Cleaning of exhibition hall 
1730 hours  Exhibition Official Opening 
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* At 1430 hours the exhibition will be closed for cleaning.  
 
It is a condition of exhibiting at RMIA 2009 that a ll exhibitors are to vacate the exhibition hall by this time 
(no exceptions will be made).  
 
 

Opening times 
 
Exhibition times 

Please note that these opening times are tentative and are designed to act as a guide only.  Delegates will be viewing 
the exhibition area during morning, afternoon tea and lunch.  Between these times most delegates will be in 
Conference sessions. 
 
Sunday 22 November 2009   1000 – 1830 hours 
 Afternoon tea    1615  – 1645 hours 
 Industry Exhibition Official Opening 1730 – 1830 hours  
 Happy Hour    1730 – 1830 hours 
 
Monday 23 November 2009   0800 – 1830 hours 
 Welcome Coffee   0800 – 0830 hours 
 Morning Tea    1000 – 1030 hours 
 Lunch      1310 – 1355 hours 
 Afternoon Tea    1530 – 1600 hours 
 Happy Hour    1700 – 1830 hours 
 
Tuesday 24 November 2009   0800 – 1805 hours 
 Welcome Coffee   0800 – 0830 hours 
 Morning Tea    1100 – 1130 hours 
 Lunch      1310 – 1355 hours 
 Afternoon Tea    1530 – 1600 hours 
 Happy Hour    1700 – 1830 hours 
 
 

Dismantling exhibits   
Dismantling exhibits 

Wednesday 25 November 2009  
 
0800 – 1000 hours  Exhibitors pack down and move out 
1000 – 1800 hours Events NQ dismantle booths 
 
It is a condition of exhibition participation that booths will not be dismantled outside of dates and times 
indicated above.  Exhibitors who wish to dismantle their stands on Tuesday 24 November 2009 , must obtain 
permission from the Conference Manager in advance, and will not be allowed to do so until the Happy Hour closes 
from 1805 hours .  
 
Preparing materials for collection 

�  Exhibitors are responsible for the transfer and removal of all goods from their stands. 
�  Should Exhibitors choose to leave anything behind on their stand for rubbish collection please ensure it is 

clearly marked for the cleaners. 
 
Courier collection from the loading dock 

�  At the conclusion of the conference, 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.  
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�  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 f reight from the Cairns Convention Centre Loading 
Dock via the Wharf & Sheridan Street intersection. Cairns Convention Centre and the RMIA Conference 
Organisers take no responsibility for goods left af ter this time.  
 
 

Storage 
 
Prior to the conference 

Due to Cairns Convention Centre limited storage facilities, delivery of material can only be accepted 48 hours prior 
to the event. 
 
During the conference 

A small storage area will be made available onsite for the duration of the Conference for small boxed items or 
packaging materials which must be clearly labelled for storage. 
 
After the conference 

Due to the limited storage arrangements all goods belonging to exhibitors must be claimed and removed from the 
venue by 2359 hours on Wednesday 25 November 2009. 
 
 

Security 
 
Pre and post conference 

While every reasonable precaution is taken, the Conference 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 Penny Menzies, Exhibitor 
Coordinator at the Cairns Convention Centre directly on +61 7 4042 4200 for further assistance. 
 
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 responsibil ity. 
 
During the conference 

The Cairns Convention Centre has a sophisticated security framework, which integrates personnel, equipment and 
procedural measures to provide a secure and controlled environment.  The security function operates around a 24- 
hour period and incorporates a security operations room, closed circuit television systems as well as security 
officers patrolling the facility and its immediate environs. 
 
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. 
 
 

General Information 
 
Transport to / from the airport 

Airport transfers 
Cairns domestic airport is around 7km from the CBD.  The International and Domestic Terminals are open 24 hours 
per day. Services within the terminals operate in accordance with flight schedules.  Cairns Airport offers direct 
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domestic flights to Brisbane, Gold Coast, Sydney, Melbourne, Perth, Darwin and Townsville as well as to Alice 
Springs and Ayers Rock (Uluru) and regional centres. There are direct international flights to Auckland, Tokyo, 
Hong Kong, Guam, Port Moresby and to Singapore via Darwin.  
 
Bus Service  

Australia Coach/Sun Palm Express operates an airport shuttle bus services to hotels, city centre, Northern Beaches, Palm 
Cove, Port Douglas and Cape Tribulation. 

Pick up point is immediately in front of the arrivals area at both terminals and there is an information desk within the terminal, 
which if not staffed, has direct-dial telephone. No pre-booking is required. 

For timetables and online bookings visit www.australiacoach.com or phone (07) 4087 2900. 
 
Taxis 

Taxi ranks are located near both the International and Domestic Terminals. Black & White Taxi ranks are located immediately 
outside the International and Domestic Terminals. 

The taxi fare to Cairns CBD ranges from $15 - $20 depending on destination point. 
 
 
Car Hire   
All major car hire companies operate from Cairns Airport. 
Avis  13 63 33  www.avis.com.au 
Budget  13 27 27  www.budget.com.au  
Europcar 1300 13 13 90  www.deltaeuropcar.com.au 
Hertz  13 30 39  www.hertz.com 
Thrify  1300 36 72 27  www.thrifty.com.au  
Red Spot 07 4034 9052  www.redspotcars.com.au  
 
Accommodation 

�  We have limited supply of accommodation at special rates at a number of nearby hotels. A deposit of one 
night’s tariff or a credit card number is required to reserve each room.  

�  Rooms are subject to availability. 
�  If you have not already booked accommodation please do so by downloading Accommodation Booking 

Form completing and returning it to poc@rmia.org.au or via fax +61 3 9347 5575. 
 

Regulations  

 
The following is part of the contract between the Exhibitor and the Risk Management Institution of Australasia 
Limited, Exhibitors must observe these rules. In addition, any regulations imposed by the venue must also be 
observed. Any areas not covered are subject to Risk Management Institution of Australasia Limited final decision. 
 
Acceptance of application, violation, forfeiture or  cancellation 

The Risk Management Institution of Australasia Limited reserves the right to cancel or refuse rental to any person or 
company whose conduct, display of goods or for any other reason is, in their opinion, incompatible with the general 
character and objectives of the exhibition. 
 
Violation of any of these regulations by the exhibitor shall annul the exhibitor's right to occupy space and shall forfeit 
all money paid.  The Risk Management Institution of Australasia Limited may re-enter and take possession of the 
space and remove all persons and goods at the exhibitor's expense.  Any damage incurred to the exhibit will be the 
responsibility of the exhibitor.  The exhibitor expressly waives the service of written notice to re-enter and terminate. 
 
Booth space cancellations will not be refunded unless we can resell the space.  A 20% handling fee will be incurred 
and any refunds will be made after the Conference. The organisation will not be entitled to any interest that the 
organiser may have derived from deposits made by the organisation. All bank charges, including senders and 
receivers charges, resulting from a refund related to cancellation of an exhibition item will be passed on to the 
exhibitor. 
 
Cancellations and disclaimer 

The Risk Management Institution of Australasia Limited, Cairns Convention Centre, or our contractors take no 
responsibility for cancellation of the exhibition or inability to supply services due to Force Majeure. 
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Displays 

No banner or display item may protrude outside or above the booth space. 
 
General conduct, soliciting or noise 

Exhibits may not impede access to the aisle or other exhibits.  
 
Booth personnel must confine their activities to within the booth space.  Personnel must be attired to maintain the 
professional atmosphere of the conference.  Displays in the exhibit area are limited to contracted exhibitors and the 
conference managers. 
 
Excessive noise from operating exhibits, amplified speakers or audiovisual or other equipment that disturbs adjacent 
exhibitors is not permitted. 
 
Distribution of literature may be made only within the booth space assigned to the exhibitor and must relate to product 
or services on display or directly available from the exhibitor.  No organisation without assigned space in the exhibit 
area will be permitted to solicit business within the venue. 
 
Insurance 

Every organisation that registers as an exhibitor for an Event must have and maintain a current Broadform Liability 
Insurance policy. No exhibitor will be permitted onsite unless the Ri sk Management Institution of Australasia 
Limited has sighted a current copy of their policy.  
 
It is a condition of participation that the exhibitor must effect and maintain Broadform Liability Insurance to the 
minimum value of AUD$5,000,000 with a reputable insurer and on terms acceptable to the organisers. This 
insurance must cover the exhibitor against risks of physical loss or damage of the Venue’s property and against all 
risks of personal injury or property damage to any person at, in or upon the Exhibition, the Event Facilities or the 
Venue, where the occurrence happens during the exhibition period. 
 
A Current Certificate of Currency for their Broadfo rm Liability Insurance Policies must be sent to 
poc@rmia.org.au  by Wednesday 14 October 2009.  
 
Liability 

Each exhibitor, in making application for space, agrees to protect, indemnify and hold harmless the Risk Management 
Institution of Australasia Limited, Cairns Convention Centre and Events NQ from any and all claims, liability, damage 
or expenses asserted against them or incurred by them as a result of, or in connection with, the negligence or 
wrongful acts of the exhibitors or their agents, servants or employees, for any injury to persons or damage to property.  
The exhibiting company acknowledges that it is responsible for obtaining insurance coverage in such amounts as it 
deems appropriate to comply with its obligations herein and for its own protection. 
 
Reassignment 

Contracted exhibit space not occupied at the opening of the exhibit may be reassigned to another exhibitor by the 
conference manager without refund of the rental paid. 
 
Service of Alcohol  

Exhibitors are prohibited from serving alcohol from their stand unless authorised by the Risk Management Institution 
of Australasia Limited and the Cairns Convention Centre. 
 
Subletting/sharing 

Subletting or sharing of exhibit space with other organisations is not permitted. 
 
If you have any questions please contact the RMIA 2009 Conference Managers and they will direct your enquiry. 
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Exhibition Floor Plan 
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Convention Centre Floor Plan 
 
 

 


