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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 website 
www.eventsnq.com.au 
 
Please note: failure to return the above forms by the due date may result in an inability to provide the 
requested goods/services at the conference.   

 











mailto:expoeasy@agilitylogistics.com


 

COMMUNICATIONS 
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EVENT NAME  
  
STAND NUMBER  
  
COMPANY  CONTACT NAME  
 
TELEPHONE  EMAIL  
 
 

TICK CONNECTION TYPE DETAILS AMOUNT 

 Telephone Line 
 
 Local 
 STD 
 IDD 

 

How many telephone lines do you require?  ___________
 
Do you require a handset?  Yes  No 
 
Access Required 

 Local  STD  IDD 
 

$35.00 
plus call costs 

 

 ADSL Link - Hardwired 
 

Broadband 20mb Unlimited Access and Downloads. 
 
 
The Centre has limited numbers of these lines available.  
Requests for these lines are required 40 days prior to the 
event. 

$250 per day 
or 

$1,250 up to 
7 day duration 

and 
$150.00 

per day for each 
day thereafter 

 
 Wireless Access Email & Internet Access 

1 Hour Wireless Card 
8 Hour Wireless Card 

 
$15.00 
$60.00 

 
 TOTAL $ 

 
 

Special requirements (please specify)  
 
 

CONDITIONS 
 
♦ The Cairns Convention Centre can connect telephone lines on individual exhibition stands through the 

Centre’s PABX system.  Lines will be connected on the last bump in day of the event and disconnected 
prior to completion of bump out.   

 
♦ Credit card details must be supplied to cover call costs.  After the service has been disconnected an 

itemised account of all calls will be produced and this amount will be debited from the credit card 
provided.   

 
♦ All telephone charges are the responsibility of the exhibitor, and appropriate measures should be 

undertaken to ensure authorised use. 
 
Please Note: This form must be received by the Cairns Convention Centre with payment a minimum of forty (40) days 

prior to the commencement of the Exhibition.  All orders will be processed once payment and forms have 
been received.   A Tax Invoice will be supplied once payment has been received.   



RMIA 
DUE DATE: 

6TH NOVEMBER 2009 

 
 
 
 

 
Company Name: .......................................................................................  Exhibition:  ............................................................................................. 

Postal Address:  .......................................................................................  Venue: .............................................................................................. 

 .......................................................................................  Booth Number: ....................................................................................... 

A.B.N. .......................................................................................  Telephone: .............................................................................................. 

Contact Name: .......................................................................................  Facsimile:  .............................................................................................. 

Mobile: .......................................................................................  Email: .............................................................................................. 

 

• Each booth comes complete with one complimentary standard company sign for each aisle frontage. 
• Signs are 1.8m long x 20cm high with black vinyl lettering printed on white corflute and attached to the front fascia. 
• Extra standard signs are available at $55.00 (incl GST). 
• A maximum of 28 capital letters (including spaces, hyphens and apostrophes) is provided with the booth package. 
• Additional lettering (including spaces, hyphens and apostrophes) is available at $2.20 (incl GST) per letter. 
• Customised lettering or logos are available, price upon application (please provide at least 14 days notice). 
• Orders placed for signage after the form return deadline or on-site at the exhibition incur a surcharge of $60.00. 

 
Complimentary Sign (1 sign per aisle frontage, maximum of 28 capital letters including spaces) extra letters $2.20 ea 
                                 

 
Extra Sign (please complete payment details below) extra letters $2.20 ea 
                                 

 
Custom Design Sign 
• Please email logo and details to the assigned Exhibition Coordinator or telephone Events NQ on 07 4053 4577. 
 

Description of Item Quantity Rate $ Total $ 
Additional Signage Letters  $  2.20  
Additional Standard Sign  $55.00  
Custom Design Sign  P. O. A.  
 TOTAL      $ 

 

� Cheque � Direct Deposit (ANZ Bank, BSB – 014 681, Acc No – 4993 47854, Acc Name - Degno P/L T/As Events NQ) 

� Visa � MasterCard � American Express (2.5% surcharge) � Diners Club (4.5% surcharge) 

Card Number:  ����������������  ����������������  ����������������  ����������������  Expiry Date:     ��������/�������� 

Card Holder Name:  .............................................................................................. Signature:  ..............................................................................  

 
 

 
 
 
 
 

ORDER FORM 
Signage 

 

 

Please visit our website at 

 www.eventsnq.com.au  
to view our catalogue. 

SIGNAGE INFORMATION 

COMPANY DETAILS 

SIGNAGE DETAILS 

SEND 

FAX 
(07) 4053 9191 
Att: Emma Leonard 

POST  
PO Box 649N   

North Cairns  Qld 4870 

PAYMENT DETAILS - A tax invoice will be issued on receipt of your order.  All prices include GST. 



RMIA 
DUE DATE: 

6TH NOVEMBER 2009 

 
 
 
 

 

Company Name: .............................................................................. Exhibition: ..........................................................................................  

Postal Address:  .............................................................................. Venue: ..........................................................................................  

 .............................................................................. Booth Number:  ..........................................................................................  

A.B.N. .............................................................................. Telephone:  ..........................................................................................  

Contact Name Office : ......................................................................... Facsimile:  ..........................................................................................  

Contact Name on Site:......................................................................... Mobile:  ..........................................................................................  

Mobile: .............................................................................. Email: ..........................................................................................  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Code Description of Item Quantity Rate $ Total $ 
     
     
     
     
     
     
     
     
     
     
     
 Subtotal $ 
 Freight  1-2 items $50.00,      3-5 items $70.00,      6 + items $90.00.      (Late Surcharge $60+freight) $ 
 Damage Waiver     8% $ 
 TOTAL     (Subtotal x 8% + Freight = Total) $ 

 

� Cheque � Direct Deposit (ANZ Bank, BSB – 014 681, Acc No – 4993 47854, Acc Name - Degno P/L T/As Events NQ) 

� Visa � MasterCard � American Express (2.5% surcharge) � Diners Club (4.5% surcharge) 

Card Number:  ����������������  ����������������  ����������������  ����������������  Expiry Date:     ��������/�������� 

Card Holder Name:  .............................................................................................. Signature:  ..............................................................................  

 
  
   
  
 

IMPORTANT INFORMATION - PLEASE READ -  
h All orders are subject to stock availability.  Hire of equipment is subject to the Special Terms & Conditions and General Terms & 

Conditions accompanying this order form. 
h Payment and signed acknowledgement must accompany this form.  Orders will not be delivered unless payment in full has been 

received prior to the Event and the acknowledgement of terms and conditions has been signed.  A tax invoice will be issued on receipt of 
order. 

h All equipment or orders cancelled after delivery or during Exhibitor bump-in / set-up will be charged at 100% of the hire rate plus full 
delivery and other charges. 

h All equipment ordered after the form return deadline (stamped at the bottom of this form); during Exhibitor bump-in and or set-up will 
incur a compulsory $60.00 late surcharge.  Any equipment ordered during Exhibitor bump-in or set-up must be paid in full prior to 
delivery (including late fee). 

h Please notify Events NQ of any problems with your order immediately on delivery - absolutely no discussion will be entered into following 
the closure of the Event. 

h Events NQ is not responsible for any goods left on or in our equipment after the closure of the Event. 

 

Please visit our website at   

www.eventsnq.com.au 
to view our catalogue. 

COMPANY DETAILS 

ORDER FORM 
Furniture & Electrical 

 

 

PAYMENT DETAILS – A tax invoice will be issued on receipt of your order.  All prices include GST. 

SEND 

FAX 
(07) 4053 9191 
Att: Emma Leonard 

POST  
PO Box 649N   

North Cairns Qld 4870 



 

HANDLING EQUIPMENT 
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EVENT NAME  
  
STAND NUMBER  
  
COMPANY  CONTACT NAME  
 
TELEPHONE  EMAIL  
 
 

EQUIPMENT HIRING COST DATE 
NUMBER OF 

HOURS 
REQUIRED 

Fork Lift -2.5 tonne - including driver & fuel $70.00 per hour 
$490.00 per day*   

Boom Lift - 80ft/24.40m - machine only 
Operator certification must be produced 

$90.00/hour 
$630.00/day*   

Electric Knuckle Boom - 51ft/15.75m – machine only 
Operator certification must be produced 

$70.00/hour 
$490.00/day*   

Scissor Lift - 25ft/7.60m – machine only 
Operator certification must be produced 

$70.00/hour 
$490.00/day*   

Pallet Jack Free of Charge**   

Trolley (Flat Bed) Free of Charge**   

 
CONDITIONS 
 
♦ The Cairns Convention Centre has one Fork Lift for hire (subject to availability). 
 
♦ * Day rate is for 8 hour period only. 
 

**If exclusive use is required for Pallet Jack or Trolley, please contact our Event Department 
events@cairnsconvention.com.au  who will advise cost. 

 
Please Note: This form must be received by the Cairns Convention Centre with payment two (2) weeks prior to the 

commencement of the Exhibition.  All orders will be processed once payment and forms have been 
received.  A Tax Invoice will be supplied once payment has been received. 

 
 
 
 




