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ISMB Conference Website:  www.ismb02.org
Exhibitor Service Kit Website (includes show information and show forms):  http://www.goodkey.com/ 

Show Code:  

ISMB PROVIDING:

The following items will be in place upon your arrival at the Shaw Conference Centre.  If you require additional items (see list below) you may order these directly from the suppliers through the forms provided in your Exhibitor Services Kit.

· (1) 6’ white draped table

· (2) chairs

· 
(1) wastebasket

· 8’ high back navy blue and white drape

· 
33” high side blue drape

· Aisle carpet (Navy Blue)* 

*booth carpet not included

EXHIBITOR RESPONSIBILITY:

The items listed below are not provided by ISMB.  Exhibitors may order any of the following services through the Exhibitor Service Kit either by filling out and faxing in the forms or going on-line and ordering directly.  Instructions for both are listed below.

· Additional Furnishings

· Audio Visual

· Booth Cleaning

· Computer rentals

· Drayage/Storage

· Electrical

· Equipment rentals

· Florals

· Internet

· Plants

· Shipping

· Telephones

SERVICE KITS TO ORDER SHOW ITEMS

The Official ISMB Conference Exhibitor Service Kit is available on-line at http://www.goodkey.com/  All necessary information can be found there.  If you have additional questions, please contact the Show Manager: Stephanie Hagstrom 858-623-0050 or shagstrom@iscb.org.  You will receive a hard copy of the service kit in the mail.

SHOW SCHEDULE

All Activities will take place at the Shaw Conference Center.  See map at the ISMB website for location:  http://www.ismb02.org/images/ISMBMap.gif
The decorator is moving into the hall on Friday, August 2 and exhibiting companies will move in on Saturday per the schedule below.

Saturday, August 3, 2002
08:00-17:00
Exhibitor Personnel Registration 


10:00-17:00 
Exhibitor booth set up Hall B


17:00-18:00
Show Management walk-through


18:00-20:30
Show Open/ISMB Opening Reception Hall B

Sunday, August 4, 2002 
07:30-18:00
Exhibitor Personnel Registration



12:00-20:30
Show Open Hall B

Monday, August 5, 2002 
07:30-18:00
 Exhibitor Personnel Registration



12:00-18:00 
Show Open

Tuesday, August 6, 2002 
07:30-18:00
Exhibitor Personnel Registration



12:00-18:00
Show Open

Wednesday, August 7, 2002 
07:30-15:00
Exhibitor Personnel Registration



12:00-15:00
Show Open


15:00-20:00
Exhibitor Move-out

Thursday, August 8, 2002
08:00 – 13:00 
Show Move-out

All booths must remain set up throughout the show open hours as listed above.

GENERAL EXHIBITING INFORMATION

BADGES: All exhibitors must register with the Conference Registration Desk to receive an official ISMB conference name badge, which will be required for admission in to the Exhibit Hall.  Please provide ISMB with the names of all exhibitor personnel.  If you need an Exhibitor Registration Form, please contact Stephanie Hagstrom with ISCB at 858-623-0050 or e-mail shagstrom@iscb.org.

CUSTOMS BROKER SERVICES: Mendelssohn Customs and Transportation Services has been contracted to assist the ISMB show exhiitors with customs issues.  The ISMB has been registered with the government of Canada and Mendelssohn.  Forms are included in your Exhibitor Service Kit or you may contact them at 403-520-5332.  

DECORATOR (SHOW CONTRACTOR):  Goodkey Show Services, Ltd (780-426-2211) is the official ISMB Show Contractor for exhibitor services and can help in coordination of your booth.  Goodkey Show Services, Ltd. will staff a service desk on-site during move-in, throughout the show, and move-out to assist you with all services.  Remember that if you wait to order services on-site, you will be charged substantially higher rates, so order early!  

DEMONSTRATIONS: Demonstrations and other special activities must be located so crowds will be comfortably contained within the contracted display space and not blocking the aisle.  Distracting activities are subject to adjacent exhibitor and ISMB approval.

DISTRIBUTION OF LITERATURE/PRODUCT: Exhibitors are allowed to attract people to the booth.  Exhibitors are not permitted to distribute information outside of the contracted booth area or in any other areas of the Exhibit Hall or conference areas without prior approval from ISMB.

EXHIBITOR APPOINTED CONTRACTORS: If you are using a contractor other than Goodkey Display Services to install or dismantle your booth, you must complete the Exhibitor Appointed Contractor (EAC) forms included in your Exhibitor Service Kit.  Exhibitors must inform the EAC that they must abide by all rules and regulations of the show and not solicit business on the Exhibit floor.  EAC’s are not exhibitors and they must wear their designated badges at all times. An insurance certificate from this contractor showing general liability coverage is also required.  

EXHIBIT CONSTRUCTION GUIDELINES: Please refer to the Show Rules & Guidelines Form for specific regulations for booth height and construction.  If you would like a variance to these rules, please contact Stephanie Hagstrom at shagstrom@iscb.org or 858-623-0050.  

EXHIBITOR AFTER HOURS ACCESS: Exhibitors are allowed on the show floor one hour prior and one hour after the posted show hours.  If you require access beyond these times, you must receive approval from ISMB representatives at the Exhibit Registration Desk.

HELIUM BALLOONS: Helium Balloons are not permitted in the Shaw Conference Centre

HOTEL RESERVATIONS: Hotel reservations can be made by contacting the ISMB designated hotels.  See listing and instructions at www.ismb02.org .  The deadline for making hotel reservations at the discounted group rates is July 2, 2002.  After this date, rooms and the rates will be on availability basis only.

INDEMNIFICATION: It is understood that the exhibitor assumes entire responsibility for and agrees to protect, indemnify, defend and save ISMB and the Shaw Conference Centrel, and their respective consultants, agents, directors, employees, licensees and assigns them harmless from and against all claims, losses and damages to persons or property, governmental charges of fines and attorney’s fees arising out of or caused by exhibitor’s installation, removal, maintenance, occupancy or the use of or part thereof negligently or otherwise, excluding any such liability caused by the sole negligence of the Shaw Conference Centre or its employees and agents. 

INSURANCE: Proof of insurance must be provided upon request.  Exhibitors are to have a rider on their current insurance policy to cover loss of or damage to their exhibit or other personal property while it is located at or is in transit to or from the Shaw Conference Centre.  

MOVE-IN/MOVE-OUT: Goodkey Show Services is responsible for maintaining in and out traffic schedules at the show site.  Even local exhibitors will need to clear all movements of exhibit materials through this department which will have priority at the loading dock at all times.  Union jurisdiction allows hand-carried items, one trip only, and will not permit exhibitors to use dollies, hand trucks or push carts.

SECURITY: ISMB will provide security guards in the exhibit area during the off-hours, and will take reasonable precautions to safe guard exhibitor’s property. Exhibitors are encouraged to remove any valuable items from the exhibit area. 

SHIPMENTS: We strongly encourage you to ship your exhibit materials in advance to the Goodkey Show Services warehouse, as freight received in advance will be delivered directly to your booth before move-in begins.   The Shaw conference center will not receive shipments.  Exhibitors MUST complete the shipping forms provided by Goodkey Show Services regardless if they are sending shipments directly to show site or to the warehouse.

STORAGE: You may store minimal quantities of product and/or collateral in your booth during the show.  All display materials and larger quantities of collateral materials must be stored by Goodkey Show Services.

TRANSPORTATION:  Transportation information is posted on the ISMB Conference web site at http://www.ismb02.org/travel.html .  Special arrangements and discounts have been established for both airlines and rental car companies.  

GENERAL INFORMATION








