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EXHIBITION BOOKING PROCESS FOR EXHIBITOR

KOLONNADE SHOPPING CENTRE
1. Send us a full proposal regarding the promotion.  This may be faxed to Rozanne Bok on 012 548 2973 or emailed to kolonnade@mweb.co.za.
Your proposal must include:
-Product description 

-Photos of previous exhibitions

-What activities will take place at stand

2. Complete the application booking form in full, sign terms and conditions and indemnity.

3. Once your application has been processed, you will receive an email/fax informing you of the outcome of your application or invoice payable 2 weeks prior to exhibition booked.  Please do not start any preparations without written confirmation.

SHOULD YOU HAVE ANY FURTHER ENQUIRIES PLEASE DO NOT HESITATE TO CONTACT ME.

ROZANNE BOK

MARKETING ASSISTANT

KOLONNADE SHOPPING CENTRE

TEL: 012 548 1902

FAX: 012 548 2973

EMAIL: kolonnade@mweb.co.za
Website: www.kolonnadecentre.co.za

RE:  EXHIBITIONS AT KOLONNADE SHOPPING CENTRE

EXHIBITION COURTS AT KOLONNADE SHOPPING CENTRE

	COURT LOWER LEVEL
	SIZE
	COST PER WEEK EX VAT
	Carpeting (R27 per m² EX VAT)

	CLICKS COURT
	5m x 4m
	R9 000-00
	R540.00

	CENTRE COURT
	7m x 7m
	R11 000-00
	R1323.00

	FOSCHINI ESCALATOR
	5m x 5m
	R9 000-00
	R675.00

	STER KINEKOR ESCALATOR
	2.5m x 5m
	R9 000-00
	R337.50

	GAME COURT 
	7m x 4m
	R8 500-00
	R756.00


	COURT UPPER LEVEL
	SIZE 
	COST PER WEEK EX VAT
	Carpeting (R27 per m² EX VAT)

	DION WIRED COURT
	5m x 4m
	R3 500-00
	R540.00

	QUEENSPARK COURT
	5m x 5m
	R9 500-00
	R675.00

	WOOLWORTHS COURT
	4m x 5m
	R8 000-00
	R540.00

	BATA COURT
	4m x 4m
	R9 000-00
	R432.00

	CRAFTERS MARKET COURT
	4m x 4m
	R6 000-00
	R432.00


EXHIBITION AREAS APPLICABLE FOR CARS/MOTORBIKES EXHIBITORS:

	COURT LOWER LEVEL
	AMOUNT OF CARS
	COST PER WEEK EX VAT
	Carpeting (R27 per m² EX VAT)

	CLICKS COURT
	1
	R9 000-00
	R540.00

	CENTRE COURT
	3
	R11 000-00
	R1323.00

	FOSCHINI ESCALATOR
	1
	R9 000-00
	R675.00

	GAME COURT 
	1
	R8 500-00
	R756.00


	COURT UPPER LEVEL
	AMOUNT OF CARS
	COST PER WEEK EX VAT
	Carpeting (R27 per m² EX VAT)

	WOOLWORTHS COURT
	1
	R8 000-00
	R540.00


	EXTERNAL COURTS
	AMOUNT OF CARS
	COST PER WEEK EX VAT

	ENTRANCE 7 –UNDER COVER PARKING AREA
	BIKE EXHIBITORS
	R3 000-00

	ENTRANCE 2-MAXI’S PIAZZA
	2 CARS/BIKE EXHIBITORS
	R3 000-00


*Please note: Carpeting is compulsory for ALL EXHIBITORS, unless exhibitor can provide their own to be approved first by Centre Representative.

TERMS AND CONDITIONS:

The following terms and conditions were drafted to ensure that all exhibitors comply with the same level of professional standard AND that all parties involved benefit from the exhibition.

1. The exhibition is confirmed by the client once contract has been received and the SIGNED INDEMNITY FORM AND RULES AND REGULATIONS has been received by Kolonnade Shopping Centre.
2. All our exhibitions run from a Tuesday to a Sunday. Set-up must be completed before 9:00 on the first day (Tuesday) of exhibition and must be dismantled on the last day (Sunday) after 15:00.

3. Please note that should you/your company not be able to adhere to the conditions set out about in point 2, you will be invoiced for another full exhibition week.  

4. KOLONNADE SHOPPING CENTRE DOES NOT ALLOW THE FOLLOWING:  Street collections and/or raffles; hawkers or vendors nor the distribution of pamphlets, flyers, brochures or any advertising material in the Mall or parking areas.

5. NO Fundraising or requests for cash donations from customers or Kolonnade Tenants are allowed.

6. KOLONNADE SHOPPING CENTRE reserves the right to disallow any promotions/exhibitions or the sale of products by any outside companies and approval is solely at the discretion of the Management.
7. Applications must reach us at least 15 days before the planned exhibition date and we require a written proposal (see attached application form for completion) on the exact nature of your promotion/exhibition and its requirements.  A visual/photograph or sketch of the promotion/exhibition stand to be erected must be provided, with measurements, props and a detailed description thereof, as well as the manner in which the exhibition will be conducted. Exhibitors/promoters may be required to attend a meeting to discuss their application
8. The final decision on whether a promotion/exhibition is allowed is made by KOLONNADE SHOPPING CENTRE Management and no correspondence will be entered into.  KOLONNADE SHOPPING CENTRE reserves the right to move/cancel any promotion at least 7 days in advance, should they require the promotion/exhibition areas for their own use.
9. These bookings are solely at the discretion of Management and no correspondence will be entered into.
10.  Exhibitors booking on a monthly or bi-monthly basis need to rotate their weeks booked as well as court. This will mean that for example: one month you will book over the end of the month in Bata court but the next month mid-month in Ster Kinekor court.  Bookings has also been limited to 1 week per month per court per exhibitor and these weeks cannot be booked consecutively if they fall over two different months (i.e. Last week of January and first week of February)
11. Tenants booking exhibitions in any of the above mentioned courts are subject to a 25 % discount on the Court booking price.
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12. Mesh Cages can only be used by Tenants in Centre Court, the height restriction of these cages is 1.5m
13. Tenant fashion displays are ONLY allowed to be on mannequins in all courts other than centre court. (Not rails and shelves.).
14. All exhibitors are subject to spot checks and inspections by the Centre Management of KOLONNADE SHOPPING CENTRE.  Exhibition in Kolonnade Shopping Centre must be professional, of a world class standard and add value to the Centre. If an exhibition is found not to meet the standards of the Centre and cannot be improved, it will be terminated immediately and removed from Centre.
15. The erection, dismantling and decoration of the exhibition are the sole responsibility of the exhibitor and must be of a very high standard. We reserve the right to change or remove any items that we are not satisfied with at any time.
16. No structural material or anything, which may damage the centre, will be used. Under no circumstances will the use of masking tape be permitted for use in a promotion/exhibition, only duct tape may be used to secure cabling.  The exhibitor will take full responsibility for any damages to the KOLONNADE SHOPPING CENTRE building, or to any person attending the exhibition.
17. No tenant trolleys may be used for caring of exhibition goods.
18. Carpeting is compulsory and will be added to the invoice. (R27 per m² excl. VAT). Dirty or damaged carpets will be cleaned/replaced by Exhibitor.
19. Carpeted area as set out by Centre may not be exceeded.  Should exhibitors bring own carpeting they should allow 3 m open space on both sides of their stands.  This is a safety precaution regulated by the Fire Department. All demonstrations of products must be performed on carpeted area.
20. All exhibitor are responsible for any parking costs incurred during the duration of the promotion, Kolonnade Shopping Centre will not be responsible for any costs therein.
21. Trestle Tables and Tablecloths can be hired from Centre Marketing for an additional R500 per table and cloth. (R300 refundable on return of tables and cloths)
22. No part of a display may exceed 1.5 m in height.  Surrounding tenants’ windows and signage, as well as the view of the mall must remain visible and unobstructed at all times.  Specially built structures should have a maximum 2m height restriction and need to be pre-approved by Management via complete visuals and specs.  We will however allow normal pull up banners which are 2m high. Maximum 2 banners per exhibition area are allowed.
23. Gazebo’s are only allowed in the following courts:

· Centre Court

· Clicks Court

· Foschini Escl

24. All equipment such as tables, chairs, tablecloths etc. are to be provided by the exhibitor. No plastic chairs or camping chairs to be used at exhibition. Table cloths must be plainly colored, floor length at all sides, clean and ironed.  We recommend that office furniture, flowers and plants be used to establish a greater impact for your exhibition.
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25. The fittings or finishes in KOLONNADE SHOPPING CENTRE (for example pillars, escalators / elevators, pot plants, lampposts, walls, shop fronts, water features, etc.) may not be used by exhibitors as display structures or support.  The exhibitor may not remove any standing mall furniture (for example dustbins or fixed benches)
26. All storage or packing material must be removed from the site or concealed from view during the exhibition period.

27. Any promotional material will be distributed from the stand only.  No handwritten banners or hand-written, stenciled, untidy signs will be permitted.  Only printed and professional looking posters and signs are allowed. There should be no doubt as to the current exhibition’s identity. All other display material must be presented for approval before the exhibition/promotion.  
28. No surveys may be conducted inside or outside the centre without prior arrangement with Centre management.
29. The exhibition/promotion must at all times be acceptably staffed, managed and stocked. Kolonnade Centre Management has the right to call to order any unruly or disrespectful staff member not abiding by the rules. Shoppers may under no circumstances be stopped and harassed in any way.  If a complaint is received about an exhibitor the exhibitor/staff will be asked to leave the premises immediately. Staff must be well-groomed, friendly, courteous and well-spoken. Publicity material will only on exception be allowed to replace staff, provided adequate information is available to the public.
30. If any pre-approved cooking demonstrations are to take place, food is to be prepared under conditions laid down by the Health Department.
31. It is the responsibility of all exhibitors/promoters to ensure that their insurance extends their cover to the centre’s promotional/exhibition areas.  This must include product and/or public liability. Please supply copy of public liability to the Centre.
32. Exhibitors/Promoters take full legal responsibility for all activities and displays in the promotional/exhibition courts in terms of the Occupational Health & Safety Act or any other act arising out of such promotion/exhibition activities.

33. No liquid products that may cause slippery conditions are allowed.

34. Trading times must be adhered to, namely:  Monday to Saturday 09:00 -18:00, Sunday 09:00 – 15:00 and Public Holiday 09:00 – 17:00.

35. Refreshments, beverages and smoking are not permitted in the promotional areas.  It is the responsibility of the exhibitor to keep the exhibition area clean, tidy and professional at all times.
36. Centre Management does not allow the use of PA/Sound Systems for an exhibition/promotion inside KOLONNADE SHOPPING CENTRE unless otherwise decided upon by Management and then it should be restricted to very short periods which will be agreed upon with management and may not be unduly disturbing or intrusive to both surrounding tenants and shoppers.  Any promotion/exhibition not meeting this requirement may be cancelled.
37. All exhibitions/promotions must comply with ALL Occupational Health and Safety Acts.
38. Please note:  Helium balloons being handed out or used in a display in any way is strictly prohibited.
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39. On closing the exhibition at the end of every day any stock items open to theft, loss or damage must be removed to a secure place. No storage facilities anywhere in KOLONNADE SHOPPING CENTRE will be available to exhibitors.
40. Exhibitors are responsible for providing overnight security for their stands where necessary.  Guards can be booked through the Centre’s Security Company. Contact Gert Nel at 012 548 1902. 
41. The exhibitor must have a copy of the contract agreement available at all times.
42. Cancellation of bookings after the application form was completed and the invoice issued, will result in the exhibitor paying a cancellation fee of 50% on the amount paid for the exhibition space.  Cancellation will not be accepted later than 24 hours before an exhibition, should this occur the full amount paid will be forfeited.
43. Rates increase by 25% during November and December.
44. No bookings will be made after 16 December until the first week in January. 
45. Bank Details:

· Kolonnade Centre Marketing

· Account Number:  62318842409
· Bank:  FIRST NATIONAL
· Branch:  Montana

· Branch code:  251037
· Type of Account:  Cheque Account

· Deposit Reference:  Your invoice number

46. Only direct deposits or electronic transfers will be accepted as method of payment and proof of payment must be faxed through to 012 548 2973.  The exhibition is only confirmed once monies are cleared and reflects in our bank account.
47. KOLONNADE SHOPPING CENTRE is indemnified against all claims, which any exhibitor/promoter may otherwise have against KOLONNADE SHOPPING CENTRE in respect of any loss or damage caused to any property owned by any such exhibitor/promoter; or injury sustained by such person/s howsoever caused while such exhibitor participates in, or is associated with any of the said activities.
48. All exhibitors need to comply with the Consumer Protection Act which came into effect 1st April 2011. Should any exhibitor wish to familiarise themselves with the Act they can request to obtain it from Marketing.
49. Please ensure that staff and contractors are familiar with the KOLONNADE SHOPPING CENTRE’S and DHMC Exhibitions Rules and Regulations.
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RULES PERTAINING TO VEHICLE EXHIBITONS

Exhibitors must SPECIFY the make and number of vehicles at the time of the booking for us to assign the exhibition to the most appropriate court. Please inform us well in advance of the exact vehicles to be brought in and if Security is required, in order for us to make all necessary arrangements with Kolonnade Shopping Centre Security.

· Vehicles are only to be brought in before the Centre opens for trade (before 08:30) on a SPECFIC day and removed after the Centre closes for trade (after 18:30) on a specific day, and with a Security guard as a pedestrian guide. Vehicles arriving late will not be allowed in the Centre and payment for that day will be forfeited.
· Carpeting is compulsory for all vehicle exhibitions to ensure that car tyres do not damage the floor tiling in the designated exhibition areas.

· Vehicles that are not manned should be kept locked at all times. Convertible vehicles should be closed and locked at all times.

· It is the responsibility of the promoters to keep their vehicles on display clean and neat at all times.

· Kolonnade Shopping Centre will not be held responsible for any loss of /damage to any vehicles on display in the Centre

· Please ensure that there is minimum fuel in the vehicles.
· Please ensure that batteries are unplugged from vehicles.
· Vehicles are to be brought into the Centre through the Entrance closest to the exhibition court being used, or whichever Entrance is recommended by the Marketing Representative.

Thank you.

Name of Exhibitor:









Signed by Exhibitor:


 


 Date:




Signed by Kolonnade Representative:



Date:
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Exhibition Application Form:

	1.Contact Details:

	Name of Company/Exhibitor
	

	Registration Number
	

	VAT Number
	

	Contact Person
	

	Designation
	

	Contact Number 
	Tel:

	
	Fax:

	
	Cell:

	Email Address:
	

	Alternative Contact Person
	

	Contact Number 
	Tel:

	Email Address:
	

	2.Invoicing Details:

	Invoices to be made out to
	

	Address for Invoice Purposes
	

	Person responsible for payment
	

	Designation
	

	Contact Numbers
	Tel:

	
	Fax:

	
	Cell:

	
	

	3.Booking Details:

	Court Booked
	

	Date of Promotion
	

	Description of Promotion: (Please specify ALL products, staffing, activities, general, overview, measurements that will be used as part of the promotion

	Product:
	

	Staff:
	

	Dimensions of stand:
	

	Other:
	

	4.Special requests: (Please note that the Centre does NOT provide chairs or display units)

	Security @ R450 per guard per shift
	

	Electrical
	

	Carpet rental from Centre
	

	Trestle Table and Tablecloth @ R500 (R300 refundable on return of items)
	


    Confirming Signature





  Date
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Rules & Regulations

PLEASE READ CAREFULLY

I hereby confirm that I have read and accepted the exhibition rules & regulations of Kolonnade Shopping Centre.
 If an exhibition is found unsatisfactory the exhibitor will be called upon to make the necessary changes. Should the exhibitor fail to do so the exhibition will be cancelled without a refund.

Please complete and sign below to finalise your booking

COMPANY NAME










COMPANY ADDRESS  









CONTACT PERSON    









CONTACT NUMBER









FAX NUMBER










DATE OF EXHIBITION 
 








EXHIBITION AREA











PLEASE FAX SIGNED PAGES BACK TO ROZANNE BOK ON FAX (012) 548 2973 OR FOR MORE INFORMATION REGARDING EXHBITIONS CONTACT ME TELEPHONICALLY ON (012) 548 1902.

SIGNATURE EXHIBITORS




DATE
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KOLONNADE SHOPPING CENTRE: INDEMNITY AGREEMENT

Between

Kolonnade Shopping Centre 

And










(Name of Exhibitor)

Represented by:











Identity Number:











(Hereafter the “exhibitor”)

This Indemnity agreement now records the following:

1. The EXHIBITOR fully indemnifies, and holds harmless Kolonnade Shopping Centre, its assigns, employees and appointed contractors, against all and any claims:

· However arising (and be they based on contract, delict or for any other reason; and, or

· Be they criminal or civil; and/or

· Be they for loss, damages, compensation, consequential damages or the like.

2. If the claim originates from an alleged contravention by Kolonnade Shopping Centre (or its assigns, employees or contractors) of any law, rule, regulation or provincial law or local bylaw, the indemnity will equally cover Kolonnade Shopping Centre and its employees.

3. If for any reason in law, the above indemnity is ineffectual or voidable, this paragraph will be read as a severable and separate agreement and any successful claim against Kolonnade Shopping Centre will by agreement, be limited to the net value of the fees received by Kolonnade Shopping Centre for the exhibition, launch or event listed below.

4. The indemnity is applicable to the exhibition, launch or event known as:











, and any action associated therewith.

5. By signature hereof the participant confirms his/her understanding of the effect of the Indemnity Agreement and warrants that he/she is older than 18 years of age, and is able to so contract.

Signed at





on

of 201
.

On Behalf of




On Behalf of 

Kolonnade Shopping Centre


Exhibitor

[image: image1]