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2008 Vancouver Island Education & Career Fair — Exhibitors Info / Rules & Regulations

Fair General Information

A. Date

Thursday, December 4, 2008

B. Location

Victoria Conference Centre

Level 2 — Carson Hall

720 Douglas Street

Victoria, BC V8W 1W5

Canada

Map and directions can be downloaded atwww.educationcareerfairs.com. Click on “Exhibitors” and scroll down
to the Exhibitor Manual.

C. Fair Hours
9:00am — 4:00pm Open to general public
9:00am — 2:00pm Pre-registered secondary school groups

12:00pm — 4:00pm Other pre-registered complimentary ticket holders
D. ECF Event Team Contact Information

Carol Liber, Show Manager
Vanessa Ong, Jessica Ng & Garmy Trinh, Show Coordinators

Address: 250-3651 Moncton Street Phone: 604-276-7471
Richmond, British Columbia Fax: 604-276-9142
Canada V7E 3A5 Email: fairs@theplanner.net
E. Hotel Information

The official hotel for the Vancouver Island Education & Career Fair is The Fairmont Empress. The hotel is
connected to the Victoria Conference Centre.

To make room reservations, contact Fairmont Empress Reservations:

The Fairmont Empress

Address: 721 Government Street Phone: 1-800-441-1414 or 250-384-8111
Victoria, BC Fax: 250-389-2747
Canada V8W 1W5 Email: emp.reservations@fairmont.com

Rate: $129.00 plus taxes for standard room, single/double occupancy and $159.00 plus taxes for Fairmont
Deluxe. Quote: Education & Career Fair. Rates are subject to availability until October 26, 2008. Book early
for the discounted rate.
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Ordering Additional Items

A. Equipment, AV, Shipping and Carpet

Show in Motion Professional Show Services Deadline for discounted rate order November 12, 2008
21-8528 — 123 Street Tel: 604-599-1440
Surrey, BC V3W 3V6 Fax: 604-599-1438

Shipping/Receiving, customs, audio V|sual equipment, signage, and addltlonal booth equipment requests

Ordering - Forms can be downloaded atiwww.educationcareerfairs.com. Click on “Exhibitors” and scroll down to
the Exhibitor Manual.

B. Electrical and Telephone for Booth

Victoria Conference Centre Electrical Deadline for discounted rate order November 20, 2008
Telephone Deadline for discounted rate order November 24, 2008

Contact: Alison Carter

720 Douglas Street

Victoria, BC V8W 3M7 Tel: 250-361-1015

Canada Fax:  250-361-1069

Electrical services, Internet and telephone_ service requests

Ordering - Forms can be downloaded atwww.educationcareerfairs.com. Click on “Exhibitors” and scroll down to

the Exhibitor Manual. Please be aware that late orders for electrical may not be accommodated, as wiring for

power outlets will be laid in advance of move-in.

C. Internet

Sharp’s Audio Visual Ltd. Deadline for discounted rate order November 20, 2008
720 Douglas Street Tel: 250-361-1095

Victoria, BC V8W 3M7 Fax:  250-361-1065

Canada Email: bryantf@sharpsav.com

D. Lunch Delivery
The Fairmont Empress Deadline to order November 17, 2008

Contact: Jill Olson

721 Government Street Tel: 250-384-8111 x 3607
Victoria, BC V8W 1W5 Fax: 250-381-5959
Canada

Exhibitor bag lunch ordering
Ordering - Form can be downloaded atiwww.educationcareerfairs.coni. Click on “Exhibitors” and scroll down to
the Exhibitor Manual.
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E. Fair Guide Advertising
Victoria News Black Press Booking deadline is November 19, 2008

Official Fair Guide advertising information
818 Broughton Street

Victoria, BC V8W 1E4 Tel: 250-381-3484
Canada Fax: 250-386-2624
F. Customs Broker

Events on the Move

Contact: Peter Robichaud

605-1125 Howe St. Tel: 604-647-0130 or 1-877-355-1116 (Toll free for North America only)
Vancouver, BC V6Z 2K8 Fax: 604-647-0136

E-Mail: probichaud@eventsonthemove.com

Customs Broker for clearing shipments across the border. Also see the ECF website for the Canada Customs
tariff letter to bring with you.

NOTE: Suppliers will place a surcharge on all orders received after the order deadline
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1. Booth Information

A. Booth Inclusions
= 8 x 10 booth space is draped in navy blue with an 8’ back wall and 4’ side walls.
= 1 x 6’ white skirted table and 2 chairs are provided. Chairs are placed after exhibitors have completed
set up the day before the Fair.
= The venue is carpeted including all booths in the trade show floor and foyer.
= Additional coloured Booth carpet is not included in the booth price but may be rented from Show in
Motion Show Services. Please see the Show in l\/l_o_ti_oln Professional Show Services Exhibitor Kit that

can be downloaded at www.educationcareerfairs.com. Click on “Exhibitors” and scroll down to the
Exhibitor Manual.

B. Exhibit Guidelines

In order to ensure that all Exhibitors have the same opportunity of exposure at the Fair, the following guidelines
must be adhered to:

1. Exhibit Size

Exhibits must not exceed 8’ height (unless approved by ECF Management). Structured solid walls can
only be erected by the Exhibitor in a space that backs onto a perimeter wall of Victoria Conference
Centre. Any display structures must be set back at least 2’ from the aisles. Any substance or material
used in an exhibit must be secured within the exhibit space. A cleaning charge may be levied for
damage to carpeted areas

Exhibit displays and signs that severely limit visibility of adjoining spaces or prevent free movement of
patrons from one exhibit to another will not be acceptable. ECF Management may reject, move, remove
or prohibit any part of an exhibit that is considered to be against the best interests of the Education &
Career Fairs, the Exhibitors or the public.

2. Sighagein Booth

Signs on paper are not permitted. Card stock must be used and must be professionally printed in
keeping with the overall appearance of the Fair.

No signs or other articles are to be fastened to the ceilings, walls, pipes or electrical fixtures. Signs and
other display items must be contained within the Exhibitor's designated booth space.

No pins, staples or tape to be used on drape.

Magnets can be used on drape to hang signs. Magnets to be supplied by the
exhibitor. “S” hooks can be used to hang signs from the top pipe only. “S”
hooks can be requested from Show in Motion Professional Show Services.

\ Damages to drapes or pipes will be billed back to the exhibitor.
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3.  Solicitation
Exhibit personnel must not impede aisles.

Soliciting business and distributing literature must be confined to
the Exhibitors’ booth space.

4. Stickers

If the Exhibitor gives out stickers and they are found on any building surface, carpet, facility equipment,
event signage etc.. the sticker will be removed and the cost of removal will be billed to the Exhibitor.

5. Balloons

Balloons (helium, regular air-filled and deflated) are prohibited in the Victoria Conference Centre due to
the expense of removing them from the high ceilings. Large inflatables may be acceptable but they must
first be approved, in writing, through ECF Management and the Victoria Conference Centre.

6. Noise from Booths

No alarm, horn, bell, whistle or other noise device, whether a part of the equipment in an independent
exhibit or not, will be permitted to operate in the Victoria Conference Centre. Videos, radios, computers
must be at an appropriate sound level. If the sound is disturbing other exhibitors or seminar areas, the
exhibitor will be asked to turn it down. If the sound gets turned up again, the exhibitor will no longer be
permitted to have the sound on.

7. Exhibitor Badges

= PICK UP OF BADGES - Exhibitor badges are available at the Exhibitors/Media/Sponsors counter
located in the foyer on Thursday, December 4, 2008 after 7:30am for the duration of the day.

=  WEARING OF BADGE - MANDATORY - For security on the day of the Fair, no one will be admitted on
the tradeshow floor without a valid Exhibitor badge issued by ECF Management.

= RETURN OF BADGE - At the end of a shift or at the end of the Fair, please return all badges to the
Exhibitors/Media/Sponsors counter.

= MOVE-IN - NO BADGES REQUIRED
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V. Table Top Displays (300, 401, 500, 601, 615, 714, 807)

The following table displays have specific restrictions as noted below. Please be aware of these restrictions if
you have booked a table display. Each table display includes 1 skirted 6’ table, 2 chairs, back drape and no
side drape. Please be advised that pop-up displays cannot extend past the width of the back drape, which is 6
feet.

A. #300 & 401

The display space includes 2 feet behind the table, which will allow for a small pop-up or exhibitors to stand/sit
behind the table. Exhibitors are not allowed to block the aisles or the exit/entrance doors. The display space
must allow for 8 feet of aisle space as required by fire regulations.

B. #500

The table for this space is against the wall. Exhibitors are not allowed to move the table forward into the aisle
due to fire regulations. The display space must allow for 8 feet of aisle space as required by fire regulations.
Exhibitors can stand/sit beside the table but cannot block the pathway to the Exit doors. There is a maximum of
2 staff at the display at one time due to space restriction.

C. #601

The table for this space can allow for staff at the booth to sit/stand behind the table. No pop-up displays or other
materials are allowed, as it will cover the emergency fire alarm on the wall behind this display area. Exhibitors
can sit/stand in front of the table, but must allow for 8 feet of aisle space as required by fire regulations. The
maximum space in front of the table for this display area should align with the adjoining exhibitor booth space at
603.

D. #615

The table for this space is against the wall. Exhibitors are not allowed to move the table forward into the aisle
due to fire regulations. Exhibitors can stand/sit beside or in front of the table but cannot block the pathway to the
emergency exit door. The display space must allow for 8 feet of aisle space as required by fire regulations.

E. #714

The table for this space is against the wall. Exhibitors are not allowed to move the table forward into the aisle
due to fire regulations. Exhibitors can stand/sit beside or in front of the table but cannot block the access to the
adjoining elevator and set of doors. The display space must allow for 8 feet of aisle space as required by fire
regulations.

F. #807

The display space includes 4 feet behind the table, which will allow for a pop-up or exhibitors to stand/sit behind
the table. Exhibitors can stand/sit beside the table, but not in front of the table. Exhibitors are not allowed to
block the aisles. The display space must allow for 8 feet of aisle space as required by fire regulations.
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Move-In Schedule

Wednesday, December 3, 2008 4:00pm — 7:00pm

OVERHEAD DOORS - Move-in in through the overhead doors.

START TIME OF MOVE-IN - Move-in does not start until 4:00pm. Please do not come early as you will
NOT be permitted on the Trade show floor.

END TIME OF MOVE-IN - All Exhibitors have until 7:00pm to finish setting up displays. If you are not
finished setting up by 7:00pm you can gain access to the trade show floor at 7:30am on the day of the
Fair.

DAY OF FAIR - All displays must be setup and ready for the Fair opening by 8:45am on December 4,
2008. Exhibitors are strongly discouraged from moving-in on the morning of the Fair since suppliers are
only on-site during the scheduled move-in time and therefore cannot be responsible for missing power,
carpet orders, lost shipments, etc on the morning of the Fair.

NO CHILDREN - No children under the age of 16 years are allowed on site during move-in / move-out
hours. The site may be closed and all work ceased if this rule is broken. Any loss or delay due to such
action will be considered a breach of contract and Exhibitor may be denied further involvement with the
Fair.

Overhead Door Access

The doors are only accessible on Wednesday, December 3, 2008 for move-in. They cannot be opened
on the day of the Fair.

Exhibitors may access the rear service yard fire exits, accessible from Humboldt Street. There will be
security in the loading area to assist Exhibitors on move-in.

Vehicles may not park in the loading area blocking the overhead doors from being accessed by other
exhibitors at any time. Please unload materials and return to the parking lot before setting up booths.

Hand-held items may be carried in through the main entrance doors of the Victoria Conference Centre.

ECF EVENT TEAM - Carol, Vanessa, Jessica and Garmy Page 9
Tel: 604-276-7471 E-mail: fairs@theplanner.net

www.educationcareerfairs.com


http://www.educationcareerfairs.com

2008 Vancouver Island Education & Career Fair — Exhibitors Info / Rules & Regulations

B. Schedule and Map

Exhibitors are asked to arrive at the scheduled time according to booth number.

4:00pm ALL Booths in the 100’s
4:30pm ALL Booths in the 200’s
5:00pm ALL Booths in the 300’s and 400’s
5:30pm ALL Booths in the 500’s and 600s
6:00pm ALL Booths in the 700’s and 800's

Contact Vanessa Ong, Show Coordinator at 604-276-7471 if your scheduled move-in time is not convenient, as
soon as possible to make alternate arrangements

Coming from Douglas Street, turn onto Humboldt Street then a quick left to the Victoria Conference Centre.
Once you reach the loading area of the Victoria Conference Centre, security will be available to direct Exhibitors
to the proper area for unloading.
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