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Check list for your control 

 
 

 Yes � No � 

Have you ever read all the instructions?   

Have you ever let your staff and hired companies known about these instructions?   

Have you ever hired:    

 - Stand Builder? 
 

 Let it know about charges for cleaning services at pavilion’s common areas 
 during Assembly and Decoration periods. The Stand builder or the Exhibitor 
 must pay the referred charges.  

  

 - Catering services?   

 - Cleaning services?   

 - Receptionists and Security guards?   

Have you ever arranged:    

 - Tickets and hotel for your staff?   

 - Telephone and internet connections ?   

 - Parking lot vouchers (from the parking lot company)?   

 - Fire extinguishers?   

 - Insurance coverage?   

 - Showcases?   

 - Printed material for promotion and distribution?   

 - Merchandising?   

Have ever paid:   

 - Installation and services charges?   

 - Copyright tax?   

 - São Paulo City Municipal Taxes?   

Have you ever requested Electrical and Plumbing installations?    

Have you ever picked up:   

 - Publicity material?   

 - Identification badges?   

Have you ever returned all the forms?   

Have you ever distributed invitations?   

Have you ever assigned your stand’s staff team?   

Have you ever selected the products to be exhibited?   
 

 
Include, in your publicity, the following: 

 
VISIT OUR STAND AT (aisle and number) 

(name, aisle and number, venue and date of the EVENT) 
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Important notice 

 
 

1. Ignorance of the procedures hereby established does not exempt the Exhibitor, or his/her hired 
companies (stand builder, decorator, sub-contractors and the other people involved with the EVENT) of 
the penalties, fines, sanctions and responsibilities foreseen on this Manual, which must be assumed by 
the Exhibitor, or his/her agent, mutually or independently of order of appointment and/or designation. 
 
2. We highly recommend, for events at Palácio das Convenções do Parque Anhembi, Centro de 
Exposições Imigrantes, Expo Center Norte, Transamérica Expo Center, Expominas(BH), Rio Centro and 
Macaé, that the Exhibitor checks the “specific norms” for each events, remembering that, in case of 
divergences, the “specific norms” substitutes the general ones. 
 
3. This Manual supplies the Exhibitors and his/her hired companies and/or people the main information 
and necessary procedures to obtain the best results into Reed Exhibitions Alcântara Machado trade fairs.  
 
4. This is a general Manual and, as it, does not have included the specific norms for each EVENT. 
Considering this, we highly recommend the Exhibitor accesses those “Specific Procedures” which will be 
available on EVENT’s webpage. These norms do not correspond to the technical norms. 
 
5. All the norms and procedures must be entirely read and forwarded for all the Exhibitor’s staff team, 
hired and third companies in order to avoid inconvenient situations.  
 
6. Do not define your stand’s project out of the assembly/build up standards mentioned on this Manual 
and also in the specific ones, out of ABNT (Brazilian Association of Technical Standards) legal 
specifications, of CONTRU (Municipal Building Authority) or other agents. It’s an Exhibitor’s or his/her 
agent or booth contractor, the exclusive responsibility the building up and assembly of the stand, 
independently of order of appointment.  
 
7. The parties, Exhibitor and hired companies, declare that any sort of doubt during the periods of 
assembly, show days and dismantling of the EVENT, no matter of what nature or origin, will be settled, 
exclusively, by Reed Exhibitions Alcântara Machado, in conformity to the EVENT’s wellbeing. Whatever 
decision is taken, the parties will abide.  
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Procedures and deadlines to be remembered 
 
 

The forms are available at EVENT’s webpage, inserted into the Exhibitor’s reserved area. They must be 
completely filled in and sent online accordingly to the deadlines outlined below, except the Term of 

Responsibility Builder / Decorator, that must be sent to the e-mail international@reedalcantara.com.br 
 
The installation and services requests not done until 5 days before the installation period will be 
conditioned to the technical treatment possibilities 

 

Deadline Activity 
10 days BEFORE  

beginning of Assembly 
Last day for submitting online Compressed Air Supply, Hydraulics and Electricity 
requests 

10 days BEFORE  
beginning of Assembly 

Last day for returning – Term of Responsibility – Registration of Stand 
Builder/Decorator 

10 days BEFORE  
beginning of Assembly 

Last day for submitting online – Exhibitors Badges 

10 days BEFORE  
beginning of Assembly 

Last day for submitting online – Services Badges (Recepcion, Cathering, etc) 

10 days BEFORE  
beginning of Assembly 

Last day for submitting online – Services Badges (Cleaning) 

10 days BEFORE  
beginning of Assembly 

Last day for submitting online – Services Badges (Security) 

10 days BEFORE  
beginning of Assembly Last day for requesting telephone and internet connections 

10 days BEFORE  
beginning of Assembly 

Last day for paying the São Paulo city taxes 

 
 
The mentioned deadlines are defined by the beginning of the EVENT’s assembly period. So, the exact dates can be 
checked in the “specific norms” of each EVENT.  
 
 
 

 
CAEX – Exhibitor’s Assistance Center 

 
Located inside the pavilion, is an Assistance Center for Exhibitors and also for stand builders where general 
information and/or doubts about the EVENT can be checked (electrical supply, plumbing installations, compressed air 
supply, assembly coordination team, stands and areas’ location, copies) 
 

 



Exhibitor’s Manual – Reed Exhibitions Alcântara Machado 
Updated on January, 2010 

 

 5

 
 

INDEX 
 
 
 

INDEX ................................................................................. 5 
I – GENERAL INFORMATION ............................................. 6 

1 – Promotion and Realization ..................................................... 6 
REED EXHIBITIONS ALCANTARA MACHADO, hereby 
denominated as “Promoter” in this Manual. ................................. 6 
2 –-Communications and correspondences ................................. 6 
3 – Contracts and payments ........................................................ 6 
4 –-Venue .................................................................................... 6 
5 – Periods and Schedule............................................................ 6 

II – GENERAL PROCEDURES ............................................ 6 
1 – The EXHIBITOR .................................................................... 6 
2 – Relocation of space ............................................................... 6 
3 – Non-transferability ................................................................. 6 
4 – Embargo on promoting third parties ....................................... 6 
5 –Exhibit of used products ......................................................... 6 
6 - Responsibility ......................................................................... 7 
7- Insurance ................................................................................ 7 
8– Overdue payments ................................................................. 7 
9 – Update company information ................................................. 7 

III – LEGAL PROVISIONS ................................................... 7 
1 – City of São Paulo taxes ......................................................... 7 
2 – Copyright ............................................................................... 7 
3 – Exhibition of Brazilian products .............................................. 7 
4- Exhibition of imported products................................................ 8 
5 – Manpower contraction ........................................................... 8 
6 – Minors during the EVENT ...................................................... 8 

IV – PROMOTIONAL MATERIAL ......................................... 8 
1 - Attendance ............................................................................. 8 
2 – Distribution of invitations ........................................................ 8 
3 – Official catalogue ................................................................... 8 
4 – Press releases ....................................................................... 9 
5 – Merchandising ....................................................................... 9 

V – PREPARATORY STEPS .............................................. 10 
1- Filling out and returning the Forms ........................................ 10 
2 – REQUEST FOR INSTALLATIONS AND SERVICES ............ 12 
3- TELEPHONE AND INTERNET CONNECTIONS ..................14 
4 – Time and location for delivering the art and responsability 
term ........................................................................................... 14 
5 – Contracting the Stand builder ............................................... 14 

VI – BUILD UP ................................................................... 15 
1- Dates and hours .................................................................... 15 
2 – Stands localization ............................................................... 15 
3 –Stand’s project ...................................................................... 15 
4 – Personnel admittance .......................................................... 15 
5 – Vehicle access ..................................................................... 15 
6 – Products and/or Goods admittance ...................................... 15 
7 –Cleaning fee at Build up period ............................................. 15 

VII – BUILD UP PROCEDURES ......................................... 16 
1- Stand floor ............................................................................. 16 
2 – Partition walls ...................................................................... 16 
3 – Heights and setbacks .......................................................... 16 
4 – Pavilion usage ..................................................................... 16 
5 – Brickwork construction ......................................................... 17 
6 – Gardens and plants ............................................................. 17 
7 – Vertical extensions .............................................................. 17 
8 – Elevated floors .................................................................... 17 
9 – Mezzanine or Second floor .................................................. 17 
10 – Stands in external areas .................................................... 18 
11 – Catwalks / Stages / Elevated floors .................................... 18 
12 – Labor norms ...................................................................... 18 
13 – Security procedures........................................................... 18 
14- Emergency exits .................................................................. 19 
15 – Build up embargo .............................................................. 19 

VIII – REALIZATION (SHOW DAYS) .................................. 19 
1 – Period and hours ................................................................. 19 
2 – Personnel admittance .......................................................... 19 
3 – Vehicle access .................................................................... 20 
4 - Supply .................................................................................. 20 
5 - Attendance ........................................................................... 20 
6 – Admittance of minors ........................................................... 20 
7 – Stand operation ................................................................... 20 
8 –Operation limits .................................................................... 20 
9 – Visitors at stand ................................................................... 20 
10 – Distribution of giveaways and samples .............................. 20 
11 – Retail sales ........................................................................ 20 
12 – Removal of products .......................................................... 20 
13 – Artistic activities. ................................................................ 20 
14 – Sound volume ................................................................... 21 
15 – Demonstration of equipment .............................................. 21 
16 – Photographic coverage ...................................................... 21 
17 – Cleaning of stand .............................................................. 21 

IX – DISMANTLING ............................................................ 21 
1 – Period and hours ................................................................. 21 
2 – Responsibility ...................................................................... 21 
3 – Personnel admittance .......................................................... 21 
4 – Vehicle access .................................................................... 22 
5 – Exit control .......................................................................... 22 
6 – No removed materials ......................................................... 22 

X – GENERAL DISPOSITIONS .......................................... 22 
Table to calculate electrical energy consumption ................ 23 
List of services and products available at PAVILIONS which 
are not a Promoter’s responsibility ..................................... 24 
 



Exhibitor’s Manual – Reed Exhibitions Alcântara Machado 
Updated on January, 2010 

 
 

 6

I – GENERAL INFORMATION 

1 – Promotion and Realization 

REED EXHIBITIONS ALCANTARA MACHADO, hereby 
denominated as “Promoter” in this Manual. 

2 –-Communications and correspondences 

Communications and correspondences related to the 
EVENT must be sent to the following address:  
 
RUA BELA CINTRA, # 1.200, 7º andar  
São Paulo, SP, Brasil 
CEP 01415 001 
Phone:  55 11 3060 5000. 
Attn.: International Department 
 
All correspondences must be made and printed in the 

company’s Letter Head paper.  

3 – Contracts and payments 

Contracts and payments connected to the EVENT must be 
sent to the following address: 
 
International Department 
RUA BELA CINTRA, # 1.200, 7º andar  
São Paulo, SP, Brasil 
CEP 01415 001 
Phone:  55 11 3060 5000. 

4 –-Venue 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 
 
The Promoter reserves the right to determinate another 
venue for the EVENT in case of impediment of the pavilion.  

5 – Periods and Schedule 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 
 
During the Build up and Dismantling periods will not be 
allowed the access of minors of 16 years old.  
 
 

II – GENERAL PROCEDURES 

1 – The EXHIBITOR 

 
Participants of the EVENT: Brazilian and foreign 
manufacturing companies and/or exclusive 
representatives/distributors of products and/or services, part 
of the EVENT’s sectors and/or on the other specifications 
contained on this Manual.  

2 – Relocation of space 

 
Although it’s only done in exceptional cases, at any time, 
the Promoter may modify the sectors and location of the 
stands, respecting the dimensions and characteristics 
established by contract, to which the EXHIBITOR agrees 
with.  

3 – Non-transferability 

 
The EXHIBITOR may not transfer, totally or partially, any 
rights or responsibilities assumed with the Promoter, nor 
sublet any part or the total rented area.  

4 – Embargo on promoting third parties 

It’s completely forbidden the exhibition, distribution of 
samples and direct or indirect publicity of products of 
any non-participating companies at the Exhibitor’s 
stand.  
 
However, the EXHIBITOR may request a formal 
authorization from the Promoter mentioning the exhibit, on 
his/her stand, of products not manufactured or exclusively 
represented but absolutely necessary to complement 
his/her product line. The Promoter can or cannot authorize 
that and unwritten authorizations will not be accepted. 
 
Those products, nevertheless, should be manufactured by 
EVENT’s participating companies, highlighting that no 
promotion or credits about those products will me allowed.  
 
It’s forbidden: 
 
- the promotion and/or commercialization of any other 
promoters within the premises of the EVENT.  
- the exposition of brands or products of companies  
that compete with the official sponsors of the event 
- the exposition of brands of drinks and sodas in 
visibility places, due to the partnership of the promoter 
with AMBEV at the food court. 
 
The Promoter reserves the right to remove to its warehouse 
products and material out of the mentioned standards, to be 
returned only after the EVENT, as well as shut down the 
stand, to which the EXHIBITOR hereby agrees with.  

5 –Exhibit of used products 

It’s expressly forbidden the exhibition and/or 
demonstration of any used product and/or equipment. 
(The exhibited products/equipment must be brand and 
unused, directly from the factory)  

 
The PROMOTOR at any time, even after the EVENT has 
been inaugurated, noting irregularities in the presentation of 
the products and equipment will demand the removal of the 
material or in the impossibility of this will take the necessary 
steps, at the cost of the EXHIBITOR. 
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6 - Responsibility 

 
The Promoter is not responsible for any injury and/or 
damages caused for people and/or products exhibited 
before, during and after the EVENT, including robbery, theft, 
sabotage, riots, deficiencies and/or interruptions in the 
supply of electrical power and water or any other.  
Products and/or equipment must be forwarded to the 
stand when there is a staff member to accept delivery.  

7- Insurance 

 
Stands, goods, materials, personnel, of any whatever 
nature, including agents, transporters, builders, crane 
operators, or whatever, are not covered by insurance at 
anyone of the EVENT’s stages - build up, show days and 
dismantling – and are of the sole EXHIBITOR’s 
responsibility.  
 
As per organization and promotion of events contract, the 
EXHIBITORS must provide its exclusive insurance for 
damages and injuries.  

8– Overdue payments 

 
EXHIBITORS with overdue payments  related to contract 
installments or taxes of installations and services must settle 
immediately the referred financial obligations with the 
Promoter. 
 
Without proof of settlement EXHIBITORS will not be allowed 
to install the booths neither participate of the EVENT. 

9 – Update company information 

 
The EXHIBITOR must keep the Promoter informed about 
any corporate changes – board of directors, address, e-mail 
addresses, telephones, production line, represented 
companies, etc, through letter head correspondence.  

III – LEGAL PROVISIONS 

1 – City of São Paulo taxes 

 
According to the laws 13474 and 13477, of December, 30, 
2002, the Promoter has been responsible to effect collection 
of city rates for the City of São Paulo.  
 
To comply with this determination, the procedures and 
location for payment will be available at the EVENT’s 
webpage, accessing the EXHIBITOR’s exclusive area, with 
the respective values of the mentioned taxes. 
 
Deadline for payment the forms: up to 5 days before the 
beginning of Build up period.  

2 – Copyright  

 
All EXHIBITORS who maintain a musical program 
(background music) must pay the corresponding Copyright 
tax, according to the law 9610/98, collected by the following 
agent: 
 

ECAD - Escritório Central de Arrecadação e Distribuição  
Avenida Paulista, # 171, 3º andar 

CEP 01311-000 São Paulo, SP, Brasil 
Telephone: 55 11 3287.6722,  Fax: 55 11 3285.6790 

From 9.00am to 6.00pm 
www.ecad.org.br 

 
Rates vary in accordance with the table of the referred 
agent. Therefore we recommend this matter be settled well 
in advance with ECAD in order to avoid setbacks, as this 
payment is of the Exhibitor´s unique and exclusively 
responsibility.  

3 – Exhibition of Brazilian products 

 
Forwarding products 
 
a. Invoice for forwarding products to be exhibited must be 
issued in the EXHIBITOR’s name with the corresponding 
CNPJ (Federal registration) and IE – Inscrição Estadual 
(State registration) numbers.  
 
Check the PAVILION’s address on the end of this 
Manual.  
 
b. The following observation, in Portuguese, must be 
inserted at invoice’s scope: 
 
”AS MERCADORIAS DESTINAM-SE Á EXPOSIÇÃO NA 
(EVENT’s name, show days period and PAVILION’s name)“. 
 
c. Indicate quantities, unit and total values in the invoice’s 
appropriate gaps.  
 
d. The invoices must be issued in accordance with the State 
to which the company belongs, namely: 
 
São Paulo state 
 
- Nature of operation: for exhibit in trade fair (code 5914); 
 
- ICMS with tax exemption as per article 33, attachment 01 
of decree 45490/2000; 
 
- IPI with tax suspension as per article 40, section II of 
RIPI/98; 
 
Other states 
(BA, ES, MG, PR, RJ, RS, SC, etc.) 
 
- Nature of operation: for exhibit in trade fair (code 6914); 
 
- ICMS with tax exemption as per ISMS covenant 30 of 
09/13/1990; 
 
- IPI with tax suspension as per article 40, section II of 
RIPI/98; 
   
Return of products 
 
To return products to the EXHIBITOR’s company, an 
Incoming Invoice must be issued with the following 
observations, in Portuguese: 
 
“RETORNO DE MERCADORIAS DESTINADAS À 
EXPOSIÇÃO NA (EVENT’s name, show days period and 
PAVILION’s name)” 
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- Nature of operation: RETORNO (return) - (code 1914 for 
São Paulo and code: 2914 for other states); 
 
The Revenue Office must be contacted for further 
information.  
 

Rua Nossa Senhora da Lapa, # 370 
Telephone: 55 11 3648-8200 

4- Exhibition of imported products 

 
Due to the International Character of the EVENT, registered 
at the DEVELOPMENT, INDUSTRY AND COMMERCE 
MINISTERY, the EXHIBITORS can send their exhibiting 
samples at the IMPORTATION TAXES AND DUTIES 
SUSPENDED REGIME. 
 
OBS.: Please have in mind, that any company in Brazil, to 
receive imported products or equipments, as Shipments 
under Temporary Admission Basis, or Shipments under 
Permanent Admission Basis, must have all the necessary 
registrations, at the Governmental bodies. 
 
Shipments via Courier are not recommended.  According to 
Brazilian laws, courier services are used for the remittance 
of documents only. 
 
Sending goods as Hand-Carry or as Accompanied 
Luggage is either strongly not recommended, as Brazilian 
regulation understands these are procedures to transport 
only personal belongings and not commercial goods.  
 
You may contact FIORDE INTERNATIONAL LOGISTICS. / 
INTERLOG LTDA. as an option of freight forwarder and as 
the drayage and handling company for the event.   
 
Rua Frei Caneca 739 -Consolação - São Paulo - SP - BraZil  
- Zip 01307-001 
Email =  Interlog@fiorde.com.br;fairs@fiorde.com.br; 
interlogsp@interlog.com.br 
Phone: 55 11 3218-8181 
Fax: 55 11 3218-8199 
E-mail: alexandrecadastro@fiorde.com.br 
Attn.: Alexandre Cadastro 

 
EXHIBITORS ARE FREE TO USE ANY FREIGHT 
FORWARDERS/BROKERS. SHIPPMENT IS AT THE 
EXHIBITOR´S OWN RISK AND RESPONSIBILITY, 
PROVIDED THE SHIPMENT OF THEIR PRODUCTS TO 
BRAZIL, IS CONSIGNED TO THEIR REPRESENTATIVES. 

5 – Manpower contraction 

 
a. Temporary manpower 
 
The legal procedures must be observed for temporary 
manpower.  
 
In contracted third parties (service companies), it is 
necessary to request the service company’s documented 
proof (statutes, licenses, etc.) as well as the social security 
(GRPS) copies, copy of FGTS rightly reported, etc. 
 
Third part documents as well as manpower must be 
available at the stand for inspection by representatives of 
the Labor Ministry.  
 

b. Employment of minors 
 
Employment of minors is forbiden. 
 
The employment 
of underaged 16 is fobiden, only above 14 as a trainee due 
regulated. 
 

6 – Minors during the EVENT 

During the Build up and Dismantling periods it is extremely 
prohibited minors under 16 years old at PAVILION, with no 
exceptions. 
 
During the EVENT’s show days there are different 
procedures for each EVENT. 
 
It’s necessary to check the “specific procedures” of 
each EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 
 
 

IV – PROMOTIONAL MATERIAL 

1 - Attendance 

 
Sale of tickets by EXHIBITOR for attending the EVENT 
(exhibition or for any other promotional activity in the stand) 
is expressly prohibited.  

2 – Distribution of invitations  

 
The Promoter will automatically supply free and individual 
invitations to the EXHIBITOR, to be distributed for his/her 
clients and buyers, at a defined rate per square meter.  
 
It’s necessary to check the “specific procedures” of 
each EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

3 – Official catalogue 

 
The Official Catalogue contains complete information about 
all the EXHIBITORS and their products.  
 
The submitted information is an EXHIBITOR’s responsibility 
and the respective and appropriate form is available at 
EVENT’s webpage to be filled out and sent online after 
contract signature.  
 
It’s necessary to check the “specific procedures” of 
each EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 
 
EXHIBITORS who do not comply with the deadline (20 
days before the beginning of the Build up period) 
mentioned on the referred form will not appear at the Official 
Catalogue. 
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Warning: Expo Guide strikes our exhibitors 
 
Expo Guide targets companies through legitimate exhibition 
guides aimed at exhibitors. Their current activities cover 
companies throughout Europe, the Americas and Asia. 
  
Expo Guide offers online listing services. They use a form, 
which resembles an organiser's free catalogue listing 
service, inviting exhibitors to complete the form for an entry 
in an on-line directory. Exhibitors who sign and return the 
form are then contracted into a three-year, non-retractable 
agreement, which could cost the exhibitor a significant 
amount of money, with no foreseeable benefits. 
  
Included in their group is debt collection agency Gravis 
Inkasso GmbH and Swiss debt collection agency Premium 
Recovery AG (a Construct Data subsidiary), which work in 
partnership with the various guides to intimidate exhibitors 
into paying. 
 
Reed Exhibitions does not at all collaborate with Expo 
Guide. We did not permit this organisation to use our 
company name or any of our exhibition brands for their 
mailings. 
 
We strongly advise all exhibitors to be most vigilant 
against this and similar organisations. These 
organisations can cause extreme damage and harm to 
the reputation of our exhibition industry. 
 
 

4 – Press releases 

 
The Promoter’s Communication Department / Press Agents 
will issue periodically press releases about the EVENT for 
national and international newspapers, trade publications, 
radio and TV.  
 
The EXHIBITOR who has interest can forward his/her latest 
news, details of the participation and/or information for 
comunicacao@reedalcantara.com.br.  
 
The information and content forwarded to the 
communication vehicles in the form of releases/suggested 
agenda by the Promoter’s Communication 
Department/Press Agents can or cannot be used by 
communication vehicles to which submitted.  
 
In order to highlight the work effort with media, we 
recommend the use of images (digitalized photos), with 
resolution of 300 DPI’s.  
 
The Promoter together with its Communication 
department/Press Agents, reserves the right, and with no 
responsibility, to select information with media content to be 
forwarded to communication vehicles, and the truth of the 
published facts is of these vehicles responsability, 
exempting the Promoter and the Exhibitor of any 
responsability.  
 
To clear doubts and know how to better publicize, the 
EXHIBITOR can contact the Promoter’s Communication 
Department through the telephone 55 11 3060 5000.  
 

5 – Merchandising 

 
Any and all propaganda outside the stand’s physical limits 
will be considered merchandising.  
 
The merchandising tools has as objective to increase the 
EXHIBITOR’s visibility and exposure during the EVENT and, 
as such, they must not be exhibited aggressively or such a 
way as to provoke other EXHIBITORS.  
 
Should he intend to perform any merchandising activity, the 
EXHIBITOR must formalise this intention by way of his 
signature on the corresponding contract with the 
PROMOTER. 
 
All the aerial space of the internal area of the pavilions 
above the limits of height of the assemblies, such as, areas 
of common use: surface of the streets, fascias of the 
mezzanine, walls, columns,  metallic support structures, the 
entrances and exits of the PAVILIONS, toilets, including the 
gardened areas of the Imigrantes Pavilion, can only be the 
object of visual communication and/or merchandising by the 
PROMOTER. 
 
Promotional texts and/or materials, furthermore, must be 
priory approved by the Promoter.  
 
Merchandising spaces will be leased preferably to 
EXHIBITORS and will not be leased out for companies 
which are not registered at the EVENT as an EXHIBITOR 
which are competitors to the event´s basic sectors. 
 
Material may only de displayed at the points the Promoter 
determinates and approves and in accordance with the 
conditions specified by the EVENT’s Merchandising Plan.  
 
No material will be installed until the Merchandising 
contract has been signed and paid for. 
 
The requests for reservations made within the time 
limits must obey the conditions established in the 
Specific Norms of each EVENT, AVAILABLE ON THE 
EVENT SITE, IN THE RESERVED AREA, VIA YOUR LOG 
IN AND PASSWORD WHICH APPEAR ON YOUR COPY 
OF THE CONTRACT, third clause, single paragraph. 
 
The promotional material to be installed must be delivered 
on the dates and within the conditions demanded in the 
Project of Merchandising of each EVENT. 
 
The following items will not be allowed 
 
a. The installation of inflated objects of any type, form or 
size, outside the stand’s limits; 
 
b. Circulation along the EVENT’s aisles and corridors, or 
common areas, of people in characterized dress of any type 
of form representing the EXHIBITOR’s products (trade 
mark, personage or themes related to the stand).  
 
c. Distribution of pamphlets outside the stand’s limits, under 
penalty of collect of them by the Promoter´s Security Sector.   
 
Promotional material which infringes the described 
norms will be apprehended and only returned after the 
end of the EVENT.  
 
Any other publicity action out of the EVENT’s Publicity table, 
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undertaken in common areas or circulation areas, outside 
the stand’s limits is expressively prohibited. 
 
All the merchandising material will be removed after 1 hour 
of the EVENT´s closing date. The EXHIBITOR must leave a 
responsible person at the stand to receive the material on 
this date. Promotional material not removed up the 
mentioned deadline will be taken down and destroyed.  

V – PREPARATORY STEPS 

1- Filling out and returning the Forms 

 
The “SPECIFIC NORMS AND ELECTRONIC FORMS" Are 
available for completion on the EVENT site, in the reserved 
area. The Term of Responsibility Decorator/Assembler can 
be found in the format of word for Download. After 
Downloading, the EXHIBITOR and the ASSEMBLER, 
should complete, print, stamp, sign and send the original up 
to the date stipulated by the PROMOTOR.  
 
THE NON COMPLIANCE, BY THE EXHIBITOR, OF THE 
DEADLINES OR OTHER INSTRUCTIONS HEREIN 
CONTAINED AUTOMATICALLY EXEMPTS THE 
PROMOTOR OF ANY RESPONSIBILITY FOR LOSSES 
WHICH COULD OCCUR FOR THE EXHIBITOR, IN ALL 
THE STAGES OF THE OPERATION: ASSEMBLY, 
REALISATION AND DISASSEMBLY) WITHOUT LIMITING 
OTHER PROVISIONS. 

 
General rules for Accreditation 

- TERM OF RESPONSIBILITY AND AUTHORIzATION 
FOR ACCREDITATION OF DECORATOR/ASSEMBLER 
 
The TERM OF RESPONSIBILITY will be available in the 
reserved area, for you to download and complete the TERM 
OF RESPONSIBILITY and this should be duly signed and 
stamped by the EXHIBITOR AND ASSEMBLER.  
Should the same not be presented, the penalty will be the 
impediment of the beginning of works.  
 
Because it is a Responsibility Term, it will not be accepted 
by FAX, e-mail or digitized. 
 
Credentials will only be delivered following the full 
completion of the form with the necessary stamps and 
signatures of the EXHIBITOR and ASSEMBLER, through 
which they hold themselves responsible for the compliance 
of the norms established in this MANUAL. 
 
IF THESE NORMS ARE NOT FOLLOWED THE 
EXHIBITOR WILL BE FINED THE EQUIVALENT OF 25% 
OF THE VALUE OF THE LEASED AREA. 
 
 
The credentials will not, in any hypothesis, be sent by 
post, and they should be collected at the sector for 
accreditation of the PAVILION where the EVENT will 
occur, from the FIRST day of the assembly. 
 
Deadline for sending: up to 5 days before the beginning 
of the assembling of the EVENT.   
 
For the messenger of the exhibiting or contracted company 
collect the credentials, he must carry a letter of 
authorization, printed on the company headed paper. 

The credentials of cleaners and security will only be 
presented to the individual on presentation of his individual 
personal identification. 
 
REQUESTS MADE AFTER THE BEGINNING OF THE 
ASSEMBLY WILL ONLY BE DELIVERED AFTER 24 
HOURS FROM THE RECEIPT OF THE 
CORRESPONDING FORM.  
 
CREDENTIALS FOR EXHIBITORS AND/OR ASSEMBLER 
WILL ONLY BE DELIVERED ON CONFIRMATION OF 
PAYMENT OF THE COMPULSORY TAXES. 
 

Exhibitors, assemblers and people on duty at the stand 
must wear their credential in a visible place. 

 
a) ELECTRONIC FORM – ASSEMBLERS’ 
ACCREDITATION 
 
IN THE RESERVED AREA OF THE EVENT SITE THE 
ASSEMBLER MUST CARRY OUT THE ACCREDITATION 
(COMPLETE NAME AS SHOWN ON HIS OFFICIAL ID 
DOCUMENT) OF HIS EMPLOYEES WHO WILL WORK AT 
THE EVENT. THIS CAN BE DONE BY USING HIS LOG IN 
AND PASSWORD. 
 
SHOULD THE COMPANY NOT BE ACCREDITED IT 
SHOULD DO SO TO OBTAIN ITS LOGIN AND 
PASSWORD.  
 
THE ASSEMBLERS’ CREDENTIALS WILL BE 
DELIVERED ON PROOF OF PAYMENT, EFFECTIVE 
FROM THE FIRST DAY OF ASSEMBLY AT THE PAVILION 
WHERE THE EVENT WILL OCCUR. THIS SHOULD BE 
DONE DIRECTLY WITH CAEX.  
 
EMPLOYEES OF COMPANIES ASSOCIATED TO 
SINDIEVENTOS, AND WHO HAVE THEIR MEMBERSHIP 
CARDS, ARE EXEMPT OF THE PAYMENT OF THE 
ACCREDITATION CHARGE IF THEY DELIVER A 
NOTIFIED COPY OF THE CURRENT YEAR. 
 
By way of a charge per unit as contained in instructions of 
the reserved area for service providers on the EVENT site, 
the PROMOTOR will supply credentials for the use of the 
teams of assembly, decoration and maintenance, allowing 
access to the PAVILION at the appropriate times and days, 
if they are duly accredited by the EXHIBITOR by way of the 
form TERM OF RESPONSIBILITY – 
ASSEMBLER/DECORATOR.  
 
Together with the solicited credentials, the ASSEMBLER will 
receive 02 (two) CREDENTIALS - MAINTENANCE, with the 
name of the company, to be used by those employees who 
will be on stand by throughout the period of EVENT, for the 
maintenance of the stands. 
 
These credentials however, will only be valid, following 
the SIMULTANEOUS PRESENTATION OF THE 
CREDENTIAL-ASSEMBLER, which is personnel and 
non transferable. 
 
In the case of the EXHIBITOR itself setting up his own 
stand, those employees who will be present during the 
period of the realization of the fair must use the 
CREDENTIAL - EXHIBITOR, as the CREDENTIAL – 
ASSEMBLER  will not give access during the period of 
realization of the fair. 
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THE PROMOTOR IS NOT RESPONSIBLE FOR ANY 
TYPE OF MAINTENANCE OF THE STANDS. 
 
As such, we suggest that the EXHIBITORS request that the 
companies contracted for the assembly and decoration of 
the stand maintain employees on stand by at the PAVILION 
throughout the whole period of the realization of the EVENT. 
 
Deadline for accreditation on the site: up to 5 days 
before the beginning of the assembly of the EVENT.   
 
b) ELECTRONIC FORM - EXHIBITOR CREDENTIALS 
 
This form is intended for the accreditation of employees of 
the exhibitor who will work and/or be on the stand during the 
EVENT. 
 
EXCEPTION FOR CREDENTIALS OF WATCHMAN AND 
CLEANERS WHO MUST PRESENT SPECIFIC 
DOCUMENTATION. 
 
- WATCHMAN 
Employees of the actual EXHIBITOR who perform the 
function of a watchman: 
 
ACCORDING TO THE REQUIREMENTS OF THE 
DEPARTMENT OF THE FEDERAL POLICE they will 
require: 
 
The  EXHIBITOR must advise DELESP – POLICE OFFICE 
FOR THE CONTROL OF PRIVATE SECURITY, officially of 
the transference of a qualified employee from its own 
structure within a period of 30 (thirty) days before the 
beginning of the assembling of the EVENT.  
 
We would draw your attention to the fact that the security 
staff of the EVENT are not responsibly for taking care of the 
exposed products on the stands. The EXHIBITOR must take 
the necessary arrangements for this.  
 
-CLEANING 
Requests must be done through electronic form at the 
Exhibitor Restricted Area. 
 
These credentials are only valid during the hours of 
7am to 9am, of the days of the EVENT. 
 
DOCUMENTATION NECESSARY FOR THE ISSUE OF 
CREDENTIALS  

• Identity Card  
• Proof of employment by the company (Official 

Workbook). 
 
 On requesting the credentials, the EXHIBITOR must show 
the full name as shown on the RG (official Identity 
Document) and the company position of each one of them, 
as each duly completed document will be sent to the 
PROMOTOR. 
 
In these credentials, apart from the name of the accredited, 
the fantasy name of the company must appear, as 
determined by the EXHIBITOR, in the Request for 
Participation. 
 
Only  01 (one) fantasy name can be determined, with up to 
10 characters, by C.N.P.J. (Income Tax Reference) as 
shown by the contracts signed with the PROMOTOR.  
 

The credentials will not, in any hypothesis, be sent by post, 
and should be collected from the sector for accreditation in 
the PAVILION where the EVENT will occur, effective from 
the date of the FIRST day of the assembly. 
 
Deadline for accreditation on the site: up to 5 days 
before the beginning of the assembly of the EVENT.   
 
c) ELECTRONIC FORM - CREDENTIALS SERVICE 
PROVIDERS IN GENERAL 
 
CONTRACTED COMPANIES OR EMPLOYEES OF 
EXHIBITORS 
 
For solicitation of credentials (buffet, reception, cleaning and 
security) the specialised companies must register on the 
event site in the reserved area. 
 
EXCEPTION FOR ACCREDITATION OF WATCHMEN AND 
CLEANERS MUST PRESENT SPECIFIC 
DOCUMENTATION. 
 
-WATCHMAN  
Employees of specialised companies 
Authorization to work 
 
Security Certificate supplied by the department of the 
Federal Police 
 
People contracted to be watchmen must use a uniform, 
and in no hypothesis, can they carry weapons. On 
being presented at the entrance of the PAVILION, 
identification of the carrier will be required, and if the 
identification is being used by a third party, it will be 
apprehended.  
 
We would draw your attention to the fact that the security 
staff of the EVENT is not responsible for taking care of the 
exposed products on the stand. The EXHIBITOR must 
make the necessary arrangements for this.  
 
These credentials are only valid for the period of the 
EVENT. SHOULD THE SERVICE PROVIDER NEED TO 
CARRY OUT SOME WORK DURING THE PERIODS OF 
ASSEMBLY OR DISASSEMBLY OF THE EVENT, THE 
EXHIBITOR MUST USE THE ELECTRONIC FORM - 
ASSEMBLER CREDENTIAL. 
 
Should the EXHIBITOR use his own employees for these 
services, he must register the workers via the 
ELECTRONIC FORM – EXHIBITOR CREDENTIAL. 
 
The following will appear on each credential: 
- The name of the accredited 
  (Complete name as on identity document) 
- The name of the exhibiting company for whom he works 
- The service company which contracted him 
 
THE EXHIBITOR has the right to a free quantity of 
credentials, proportional to the area of his stand, being: 
0, 4 x THE AREA CONTRACTUALLY LEASED, 
RESPECTING THE TOTAL OF CREDENTIALS OF 
EXHIBITOR AND SERVICE SUPPLIER.  
 
Should an additional quantity be necessary, the 
PROMOTOR will supply the credentials with an 
additional cost per unit.  
 



Exhibitor’s Manual – Reed Exhibitions Alcântara Machado 
Updated on January, 2010 

 
 

 12 

THE PROMOTOR WILL ISSUE CREDENTIALS 
ACCORDING TO THE SEQUENCE REQUESTED ON THE 
FORM. SHOULD THE TOTAL AMOUNT EXCEED THE 
FREE QUOTA, THE SURPLUS NAMES WILL REMAIN 
WITHOUT ACCREDITATION UNTIL THEIR DUE 
PAYMENT, AT WHICH TIME THE THEY WILL BE ISSUED. 
 
For information on the values to be applied for each EVENT, 
please consult the site, in the reserved area. Tel.: (11) 3060-
5000. 
 
The credentials will in no hypothesis, be sent by post, but 
should be collected at the sector of accreditation  of the 
PAVILION where the EVENT will occur, effective from 
the FIRST day of assembly. 
 
Deadline for accreditation on the site: up to 5 days 
before the beginning of the assembly of the EVENT.   

2 – REQUEST FOR INSTALLATIONS AND 
SERVICES 

INSTRUCTIONS AND THE ELECTRONIC FORMS ARE 
AVAILABLE ON THE SITE OF THE EVENT, IN THE 
RESERVED AREA, AND ACCESS IS VIA YOUR LOGIN 
AND PASSWORD. AFTER RECEIPT OF THE REQUEST 
AN INVOICE WILL BE AUTOMATICALLY GENERATED 
AND WILL BECOME AVAILABLE FOR VISUALIZATION 
AND PRINTING. 
 
THESE REQUESTS WILL BE AVAILABLE ONLY UNTIL 5 
DAYS BEFORE THE BEGGINING OF THE ASSEMBLY 
OF THE EVENT. AFTER THAT, THE EXHIBITOR MUST 
CONTACT THE INTERNATIONAL DEPARTMENT 
THROUGH THE E-MAIL 
international@reedalcantara.com.br 
 
THE REQUESTS NOT DONE UNTIL 5 DAYS BEFORE 
THE ASSEMBLY PERIOD WILL BE CONDITIONED TO 
THE TECHNICAL POSSIBILITIES OF TREATMENT. 
 
a)  COMPRESSED AIR - form. 
 
Following completion and payment of the request, the 
PROMOTOR will install a supply point for compressed air in 
your stand. The supply valve will have a 3/4" exit, female 
screw and with a pressure of 7 kg/cm2 equivalent to 100 PSI. 
The EXHIBITOR must access the site of the EVENT, in the 
restricted area and send his request up to 10 days before 
the beginning of the Assembly of the EVENT.  The request 
must indicate the consumption in cubic feet per minute 
(PCM) of the necessary quantity. 
 
SHOULD THERE BE ANY DESISTANCE OR 
ALTERATION IN THE REQUEST THE PROMOTOR MUST 
BE ADVISED IN WRITING WITHIN A PERIOD OF A 
MAXIMUM OF 24 HOURS AFTER RECEIPT OF THE 
PREPAY FORM BY THE EXHIBITOR. 
 
To test his product, the supply line for the Compressed Air 
will be activated the day before the EVENT from 2pm to 
6pm, coming back to work during the regular hours of the 
EVENT. 
THE EXHIBITOR MUST COMPLETE THE INSTALLATION 
WITH AN ADEQUATE FILTER WITH A PRESSURE 
REGULATOR ADEQUATE TO HIS NEEDS, as the 
PROMOTOR will not be responsible for impurities or 
humidity in the air. 

In the case of the EXHIBITOR opting to bring his own 
compressor, he must provide installations which completely 
eliminate any risks to people, merchandise and other 
stands, as well as avoiding levels of noise and vibration 
which can perturb the operations of adjacent stands. 
The PROMOTOR reserves the right to interrupt the 
operation of the apparatus should these demands not be 
met. 
 

ATTENTION: 
 

WE WANT TO REMIND THAT THE PAYMENT REFER TO 
THE INSTALLATION OF ONE POINT. SHOULD EXTRA 
POINTS ARE NECESSARY, THERE WILL BE EXTRA 

COST. 
 

THE SUPPLY OF COMPRESSED AIR CAN ONLY BE 
USED FOR THE SUPPLY OF MACHINERY AND NOT 

FOR EQUIPMENT WHICH ONLY SERVE DECORATIVE 
PURPOSES. 

 
Deadline for sending: up to 5 days before the beginning 
of the ASSEMBLY of the EVENT. 
 
b) ELECTRONIC form - Hydraulics 
 
Following the completion and payment of this form, the 
PROMOTOR will install a supply a point for the supply and 
drainage of water in the stand. 
 
The location for this installation must be determined by the 
Assembler contracted by the EXHIBITOR, and the 
Operational Department of the PROMOTOR. This should be 
done when he enters the PAVILION to begin the assembly 
of the stand, BEFORE INSTALLATION OF THE FLOOR AT 
THE STAND. 
 
The installation will have a supply point of 3/4" of an inch 
with a register, and a drainage point of 1 inch. A charge will 
be made for each point installed. NO INSTALLATIONS 
WILL BE MADE ON THE MEZZANINE OR THE 2ND 
FLOOR. 
 
It is up to the EXHIBITOR to complete the installation of the 
distribution in his stand starting from the point installed by 
the PROMOTOR, and obeying the norms of the ABNT and 
SABESP. 
 

THE POINT FOR THE WATER SUPPLY MUST NEVER 
BE INSTALLED NEXT TO THE ELECTRICAL POWER 

POINT. 
 
THE PROMOTOR WILL NOT SUPPLY SINKS, AND THE 
EXHIBITOR SHOULD SEEK THEIR INSTALLATION 
DIRECTLY WITH THE ASSEMBLER CONTRACTED TO 
ERECT THE STAND. 
 
 

ATTENTION: 
DRAINAGE POINT EXCLUSIVELY FOR AIR 

CONDITIONING EQUIPMENT 
 
 
THE USE OF THIS FORM IS COMPULSORY TO 
REQUEST A DRAINAGE POINT EXCLUSIVELY FOR AIR 
CONDITIONING EQUIPMENT. THIS APPLIES TO EVERY 
EXHIBITOR WHO INSTALLS ONE OR MORE 
APPLIANCES IN HIS STAND.  
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This point will be installed by the PROMOTOR, at the 
location indicated by the Assembler and should be jointly 
with the Operational Department. This should be done when 
he enters the PAVILION to begin the assembly of the stand, 
BEFORE INSTALLATION OF THE FLOOR AT THE STAND. 
 
The request for a point for every appliance is not necessary 
as the EXHIBITOR can make a distribution network from 
this point. The various drains of the appliances can be 
interlinked with a clear hose of ½ an inch with a plastic ”T“ 
junction. 
 
Should the EXHIBITOR does not want a distribution system, 
he should request a point for every individual appliance. 
 
Deadline for sending: up to 5 days before the beginning 
of the Assembly of the EVENT. 
 
c) ELECTRONIC Form - Electrical Energy 
 
Following the completion and payment of the request, the 
PROMOTOR will install a power point in the stand of the 
EXHIBITOR, in the most convenient place for the 
PROMOTER. 
Each and every electrical installation must be accompanied 
by a professionally executed project, obeying the ABNT and 
ELETROPAULO norms. 
DELIVER THE PROJECT AND ART (TOGETHER WITH 
PAYMENT OF THE FEE) TO THE PROMOTER IS 
COMPULSORY. 
It is up to the EXHIBITOR to provide the entrance to the 
entrance to the distribution system containing the main 
switch with adequate breakers, and to complement the 
distribution in his stand from the point of entry installed by 
the PROMOTOR. 
Any metallic structure which is part of the project of the 
stand must be duly grounded, obeying the ABNT norms. 
The installation of electronic artefacts, hung or fixed 
externally is not alloyed without the previous authorisation of 
the PROMOTOR. 
 

FOR THE GREATER SAFETY OF THE PUBLIC THE 
INSTALLATIONS OF THE STAND (AIR CONDITIONING, 
ILLUMINATION, EQUIPMENT, WIRING AND CABLES) 
CANNOT BE VISIBLE TO THE NEIGHBOURING STANDS 
OR VISITORS. 
WE REQUEST THE USE OF CONDUIT WITH A 
REMOVABLE TOP STARTING FROM THE PAVILION TO 
THE DISTRIBUTION BOX, AS WELL AS THE 
HYDRAULIC INSTALLATIONS. 
 
The main switch of the stand should be put in a place of free 
and easy access for the security personnel of the 
PROMOTOR. Should any power sources be in locked 
cabinets, the PROMOTER must receive a key which allows 
access. 
 
The available current in ANHEMBI, IMIGRANTES AND RIO 
CENTRO is alternate, with a frequency of 60 Hz, and 
tensions of 127 V monophase and 220 V two-phase or 
three-phase. O cost is by KW. 
 
Special installations, with tensions of 380 or 440 V, can also 
be provided although in limited numbers. 
With these tensions, apart from the consumption of energy, 
the special points will also be charged. 
 
The PROMOTER recommends that each stand has its own 
equipment for protection (stabiliser; automatic keys, etc.) 

against possible oscillations in power or phases, and all 
equipment should be in a place of easy access. 
 
To calculate the number of KW necessary for your stand, 
the EXHIBITOR should simply add up the W and KW 
indicated on the equipment and the lamps used for 
illumination. It is not necessary to consider the KW/hour, as 
the cost of the KW refers to the consumption during the 
whole period of the Functioning of the EVENT. 
 
To facilitate the calculation, we included at the end of this 
manual a table with a quantity KW consumed by the most 
used in a stand. 
Any excess of consumption which is proven during the 
realization of the EVENT will be charged by the 
PROMOTOR, applying the specified rate, WITH AN 
INCREASE OF A FINE OF 25%. 
 

ATTENTION: 
The Hydraulic and Electrical Installations need a 
previous orientation in order to have am eficient and 
appropriate distribution and use of the equipments and 
needed components. Therefore, the PROMOTER will not 
permit the instalations of such services, when the 
request is done out of deadline period. 
 
The area to be build will only become available to the 
EXHIBITOR upon request and payment of Hydraulics 
and Electricity (electricity is obligatory) 
 
REQUESTS NOT MADE WITHIN THE DEADLINES OF 5 DAYS 
BEFORE THE BEGINNING OF THE ASSEMBLY WILL BE 
DEPENDENT ON THE TECHNICAL CAPACITY FOR ATTENTION  
 
THE EXHIBITION HALL WILL BE ENERGIZED 24 HOURS 
BEFORE THE BEGINNING OF THE STAGING PERIOD 
OF THE FAIR. 
 
DURING THE STAGING PERIOD THE ELECTRICITY 
MUST BE TURNED ON BY THE EXHIBITOR 1 HOUR 
BEFORE THE BEGINNING AND TURNED OFF 1 HOUR 
AFTER THE END OF THE FAIR. IF ELECTRICITY IS 
NEEDED OUT OF THIS PERIOD, REQUEST MUST BE 
DONE BY E-MAIL TO 
INTERNATIONAL@REEDALCANTARA.COM.BR 
 
THE REQUEST MUST BE DONE 24 HOURS BEFORE 
THE USE AND THERE WILL BE EXTRA CHARGES. 
 
IF USE OUT OF THIS TIME IS FOUND WITHOUT 
PREVIOUS REQUEST THE PROMOTER WILL TURN OFF 
THE MAIN SWITCH OF THE STAND WITHOUT 
RESPOSIBILITY OR PREJUDICE THAT MAY OCCUR 
AND A FEE OF 100% OF THE KVA REQUESTED WILL 
BE APPLIED. 
 
At the end of each day of the EVENT, the electricity will 
be automatically switched of. As such, should there be 
any equipment appliances, or products on the stand 
which require a continuous supply of power until they 
are removed from the PAVILION, we ask that an 
anticipated communication be made to the PROMOTOR 
– Operational Dept. 
 
In the events where the PAVILION cannot handle the 
demand for electrical power, we will use our groups of 
generators to supply the general demand and the 
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distribution will be made following absolutely technical 
criteria by our Electrical Department. However your stand 
could be fed by groups of generators. 
 
3 – Telephone and internet connections 
 
The EXHIBITOR must contact the PAVILION’s official 
supplier for both the services.  
 
Deadline for request: up to 5 days before the beginning 
of the Assembly of the EVENT. 
 

4 – Time and location for delivering the art and 
responsibility term 

 
For return the RESPONSIBILITY TERM AND ART within 
deadline, the EXHIBITOR must direct himself/herself to Rua 
Bela Cintra, #1200, 7º andar, Consolação, São Paulo, SP, 
Brasil, CEP 01415 001, telephone 55 11 3060 5000, from 
9.00am to 11.30am and from 2.00pm to 5.00pm or request 
information for wire transfer.  
 
After the beginning of the Build up period, the 
Promoter’s cashier will be operating at PAVILION, next 
to CAEX – Exhibitor Assistance Center.  
 
Foreign exhibitors may send these forms to 
international@reedalcantara.com.br and proceed payment 
via SWFIT. Please contact the PROMOTER for 
informations. 

5 – Contracting the Stand builder 

 
We recommend, in advance as possible, the EXHIBITOR 
hires his/her Stand builder due the large quantity of stands 
at EVENT avoiding inconvenient at last minutes. Some 
Stand builder can be checked through:  
 

SINDIPROM - Union of trade fair promotion, organization 
and build up, congresses and event companies of São 

Paulo’s state 
 

Rua Frei Caneca, #91, 11º andar 
Cerqueira Cesar, São Paulo, SP Brasil 

CEP 01307 001 
Telephone: 55 11 3120 7099 

www.sindiprom.org.br 
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VI – BUILD UP 

1- Dates and hours 

 
a. Beginning of Build up period 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 
 
b. End of Build up period 
 
The stand’s external building up must be concluded 
according to the following information. After the mentioned 
deadlines the gates of access to the pavilion will be closed 
in order to arrange the final procedures and only internal 
decoration will be permitted provided that mo material or 
debris be placed around the PAVILION’s aisles. 
 

- In EVENTS which opens during the morning, 
the stand’s external building up must be concluded 
up to 12.00 noon on the day before the opening. 

- In EVENTS which opens during the afternoon, 
the stand’s external building up must be concluded 
up to 6.00pm on the day before the opening. 

 
 
EXHIBITORS who do not respect the mentioned 
deadlines will be charged a fine of R$500,00/exceeded 
hour (Five hundred Reais per exceeded hour).  
 
The EXHIBITOR’s hired companies which build up and 
decorate his/her stand are responsible for the removal of 
debris and/or unused material. 

2 – Stands localization  

 
The Promoter will determine the stands locations based on 
first-come-first-served basis, technical requirements and the 
EVENT’s marketing strategy.  
 

Due to the need of sectorization, the EVENT’s floor plan 
will only become available after sales have been 
concluded. Therefore, the stands final locations will 
only be made known about 30 days before the EVENT’s 
opening day.  
 
The Exhibitor will receive the area of his/her stand duly 
marked out on the PAVILION’s floor. The Exhibitor’s 
minimum obligation into the area is to install carpet, mount 
divisor wall panels, install illumination and also an 
identification fascia board with the company’s name.  
 
The demarcation marked out on the PAVILION’s floor must 
the checked by the Stand builder before beginning the build 
up initial procedures, avoiding misunderstandings and 
problems.  

3 –Stand’s project 

 
The stand’s project must consider all the norms and 
procedures contained on this Manual and/or public 
ordinance, as assured at the Responsibility Term sigend by 
the EXHIBITOR and the Build Contractor..  
The Promoter does not approve floor plans and/or 

stand’s projects.  
  
In case of doubts about the terms and/or norms inserted on 
this Manual, the Promoter must be consulted in order to 
avoid unnecessary misunderstandings.  

4 – Personnel admittance 

 
During the Build up period, only registered personnel can 
access the PAVILION, using badges, as listed below 
reminding that minors under 16 years old will not be 
admitted under any circumstances.  
 

- Stand builder / Decorator badge 
- Maintenance badge 
- Exhibitor badge 
- Security guard badge 
- Service company badge 

5 – Vehicle access 

 
During Build up period, vehicles may only remain inside the 
PAVILION for a maximum period of: 
 

- Town cars:  30 minutes 
- Pick-ups/Vans 60 minutes 
- Light trucks 90 minutes 
- Heavy trucks 120 minutes 

 
After these periods it will be charged a fee per each 
exceeded hour. However, independently of deadline, the 
vehicle must leave the PAVILION as soon as cargo has 
been unloaded.  
 
At Build up period last day, no vehicle can access the 
pavilion.  

6 – Products and/or Goods admittance 

 
Products and/or goods will have free access into the 
PAVILION. However, tools and other equipment belonging 
to the hired personnel must be registered at entrance.  
 
A fee for the electricity used in operations of power tools 
(saws, drills, polishers, etc.) will be charged, according to 
the form which will be available, and must be filled out, in 
the main PAVILION’s service entrance gate. 
 
Electricity will only be supplied to power tools if they have 
appropriate extensions without mending.  
 
Obs.: Products and/or goods and vehicles should 
access the PAVILION only through the gate the 
Promoter designates.  

7 –Cleaning fee at Build up period 

 
A cleaning service fee will be charged for cleaning the 
PAVILION’s common area during the EVENT’s build up and 
decoration periods.  
 
This fee must be paid by the respective Stand builder, or by 
the Exhibitor the will perform its own construction. No 
material may access the PAVILION with no presenting a 
respective payment receipt.  
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The cleaning fee may be previously paid according to the 
information inserted into the EVENT’s “specific norms” or in 
the Build up period’s first day at Security Center located into 
the PAVILION.  
 
After installed the aisles’ carpets, it is extremely prohibited 
to place debris and/or any sort of material on same. All 
stand debris must be accommodated in appropriate plastic 
bags to me removed by the Promoter’s cleaning team.  
 
Non compliance implies in fines and lost of badge of 
defaulter. 
 
Deadline for request: up to 5 days before the beginning 
of the Assembly of the EVENT. 

VII – BUILD UP PROCEDURES 

1- Stand floor 

 
The area of each stand will be marked out on the 
PAVILION’s floor by the Promoter. To build up the stand, the 
external angle marked out must be considered. 

2 – Partition walls 

 
Partition/divisor walls must be built up on all sides facing 
adjacent stands, establishing the limit of each area. For this 
kind of area, the walls must be set up directly from the 
mentioned floor’s marks avoiding spaces between stands.  
 
Height of walls cannot be less than 2,20 meters. Walls that 
exceed this height must have external finishing similar to the 
internal one and must comply with the jib (setback) 
mentioned on next item ( item 3 – Heights and Jibs ).  
 
a. Glass panels at stands 
 
It is mandatory the use of laminated or temperate glass 
panels and also the appropriate ART (Technical 
Responsibility Term) duly filled out. The glass panels must 
carry security visual signs. 

3 – Heights and setbacks  

 
- For island stands: 

 
a. Walls to close specific areas (Ex.: Reception, 
auditoriums, etc.). 
 
Walls must abide the jib (setback) table and can only be 
built over a maximum of 30% of the linear length of each 
side of the stand. Above this length, only walls with 
transparent panels will be allowed, with the safety 
warning signs (Ex.: color stripes, forms, logo 
application, etc.) with no applicative which can cut off 
the stand’s internal visibility.  
 
b. Built structures (towers, fascia boards, etc.) 
 
Structures built on the edge of the aisles may not exceed 
3,50m in height from the PAVILION’s floor. The structures 
with 3,51m or more must abide the jib (setback) table, 
considering the maximum height is 5,60m. 

 
- For stands which are not islands 

 
a. Walls to close specific areas (Ex.: Reception, 
auditoriums, etc.). 
 
Walls must abide the jib (setback) table not only considering 
the adjacent stand but also with regard to the aisles. The 
bordering wall with the aisles may be built up to a maximum 
of 30% of the linear length of each side of the stand, only 
walls with transparent panels will be allowed, with the 
safety warning signs (Ex.: color stripes, forms, logo 
application, etc.) with no applicative which can cut off 
the stand’s internal visibility. 
 
The walls for closing off specific areas bordering adjacent 
stands must be built along its entire length, according to the 
jib (setback) table.  
 
b. Built structures (towers, fascia boards, etc.) 
 
Structures built on the borders of the stand may not exceed 
3,50m in height from the PAVILION’s floor. The structures 
which exceed this height must abide the jib (setback) table, 
considering the maximum height is 5,60m. 
 
Structures built on the border of adjacent stands must also 
abide by the jib (setback) table.  
 

Maximum height – (m) Minimum jib (setback) – (m) 

Up to  3,50 0,00 

From 3,51 to 5,60 1,00 
 

4 – Pavilion usage 

 
a. PAVILION’s floor 
 
The PAVILION’s floor may not be demarked, painted, 
perforated and/or excavated under any circumstances. The 
service ducts cannot be used or accessed.  
 
b. PAVILION’s roof/ceiling 
 
With no authorization, the use of the PAVILION’s roof/ceiling 
structure as base of any stand’s component/element is 
prohibited. 
 
In cases like this, it’s necessary to contact the Promoter‘s 
Operations Department through the telephone 55 11 3060 
4877 or 3060 4878.  
 
The Exhibitor and/or Stand builder must present to the 
referred department up to 45 days before the beginning of 
Build up period in order to check the technical details and 
necessary procedures, detailed projects, technical 
calculations, and documents necessary for this approval in 
2 copies. 
 
After authorization, complementary projects will not be 
accepted. 
 
It is not allowed to hang up, uphold, tie any elements from 
the stand or exhibited products on the ceiling, except the 
support structures for illumination.  
 
For analyzes, the following documents must be forwarded: 
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- Architectural project of the stand, consisting floor 

plans, technical elevations, cuts and perspectives 
with all quotas; 

- Technical plan with details about all the stand’s 
elements to be hanged up on the PAVILION’s 
ceiling, considering the ceiling’s structure on them; 

- Descriptive describing all the stand’s elements to 
be hanged up on the PAVILION’s ceiling and the 
steps for these procedures; 

- Technical projects and calculations about all the 
stand’s elements to be hanged up on the 
PAVILION’s ceiling, sizing of the parts, ropes and 
others; 

 
Reactions to the support of structures which are hung from 
and the eyes of the roof structure of the PAVILION. 
All documents must specify the names of the stand 
(exhibitor), of the EVENT and the responsible technician.  
He will have to sign all the pages. 
The original ART and two copies. The copies will stay in the 
possession of the PROMOTOR, and the original ART will be 
returned after its due verification.  The ART must contain 
clear identification, and the signatures of the contractor and 
the professional from the Civil Engineering area or Architect 
registered with CREA-SP., and the specifications of the 
structure to be hung from the roof of the PAVILION.  
The ART must be paid in a bank, and without the 
mechanical authentication, same will be disconsidered.  
The use of trusses crossing the eyes is limited to maximums 
of; 
ANHEMBI:  
East Pavilion: 30 kg in the eyes, the mesh of this 
PAVILION 3,33m x 3,33m. 
West Pavilion: 25 kg in the eyes, the mesh of this 
PAVILION 3,00m x 3,00m 
 
EXPO CENTER NORTE: not authorised 
 
CENTRO DE EXPOSIÇÕES IMIGRANTES: with 
restrictions of use, consult the PROMOTOR. 
 
TRANSAMÉRICA: consult the PROMOTOR  
 
The supply of the steel cables and their installation is the 
responsibility of the assembler/exhibitor. 
Works executed on the PAVILION structure will only be 
permitted by companies accredited by the PROMOTOR. 
 
ONLY THE FOLLOWING IS PERMITTED: ROOF in the 
type of fabric Elastano with no images, for the effect of 
illumination. 
The structures for illumination hung from the roof of the 
PAVILION, should they have “ROOF” COATING they must 
obey the table for setbacks.  
When the structures were emptied and with no roof they can 
be lined up with the streets and their neighbours. 
Wooden ROOFS, canvas and similars are not allowed. 
 
FASCIAS: only fascias of identification of the stand will be 
allowed (NAME / LOGO OF THE EXHIBITOR) coupled to 
the supports for illumination.  The fascias must obey the 
table for setbacks and cannot have a height of more than 
1m, but the length has no restriction.  
The installation of banners or any other decorative elements 
(multimedia, such as: loud speakers, televisions, projectors, 
etc.) on the lighting structure hung from the roof of the 
PAVILION are forbidden. 

The lighting structures hung from the roof of the PAVILION, 
should it have a “ROOF” and COATING must obey the table 
for setbacks. 
When the structures were emptied and with no ROOF they 
can be in line with the streets and neighbours. 
 
OBS.: THE ATTACHMENT OF CABLES WILL ONLY 
ALLOWED ON THE EYES OF THE STRUCTURE OF THE 
PAVILION ROOF. 

5 – Brickwork construction 

 
Brickwork or similar constructions (floor, walls, etc.) are 
completely forbidden.  

6 – Gardens and plants 

 
Gardens, flowers and/or ornamental plants will be allowed 
when rightly contained in vases, baskets or other 
appropriate containers. It’s prohibited to build any garden 
and/or use any decoration material directly on the 
PAVILION’s floor.  

7 – Vertical extensions 

 
Vertical extension of any stand’s element must be contained 
with the stand’s limit area (case of showcases, decoration, 
air-conditioners, exhibited products/equipment, etc.).  
 
Extensions which invade adjacent stands and/or over aisles 
and/or corridors will not be accepted, with the exception of 
illumination spots, installed at a minimum height of 3,50m 
vertically projected to the aisles and/or corridors.  

8 – Elevated floors 

 
Stands with elevated floor, independent of the type of 
material, must have slopes providing access to challenged 
people.  
 
To facilitate the general circulation of visitors, we suggest all 
the “live” corners of elevated floors be chamfered and used 
together with slopes to challenged people.  

9 – Mezzanine or Second floor 

 
Mezzanine or second floor will only be allowed for islands 
stands with area equal or superior to 300sqm. Even so, the 
mezzanine area or second floor may not exceed 25% of 
stand’s total area and must have a minimum jib (setback) of 
2,00m from the limits.  
 
The maximum height for mezzanines or second floor may 
not exceed 7,00m, from the PAVILION’s floor, with minimum 
setback of 2m..  
 
OBS.: THE ACCESS STAIRCASE TO THE MEZZANINE 
OR SECOND FLOOR WILL BE CONSIDERED PART OF 
THE MEZZANINE’S STRUCTURE AND, MUST ABIDE 
THE MINIMUM JIBS (SETBACKS) AND MAXIMUM 
HEIGHTS MENTIONED ABOVE.  
 
IT’S MANDATORY TO DELIVER, IN TWO COPIES, THE 
FOLLOWING DOCUMENTS FOR THE PROMOTER 
OPERATIONS DEPARTMENT 45 DAYS BEFORE THE 
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BEGINNING OF THE BUILD UP PERIOD AND, THE 
PROMOTER WILL APPROVAL, OR WILL NOT, UP TO 15 
DAYS BEFORE THE BEGINNING OF THE BUILD UP 
PERIOD.  
 

- Stand’s project and structural calculation 
- Stand’s architecture project 
- ART (Technical Responsibility Term) 

 
The ART (Technical Responsibility Term) is part of the 
obligatory documents and must be duly filled out 
describing the responsibility of the evolved 
professional, in other words, project; calculation, 
monitoring during assembly and dismantling.  
 
The maximum mezzanine’s load, in Kg/sqm and number 
of people must be visibly affixed at the staircase’s base.  
 
The mezzanine must be built in metal structure and comply 
with the norms and standards established by ABNT – 
Brazilian Association of Technical Standards. 
 
 
ABNT – Brazilian Association of Technical Standards 
Rua Minas Gerais, #190 
São Paulo, SP, Brazil 
CEP 01244 010 
Telephone: 55 11 3017 3600 
 
The footings must be of the same material used on the 
mezzanine’s general structure and based directly on the 
PAVILION’s floor. The structures must be in accordance with 
the capacity calculations per sqm.  
 
The mezzanine’s or 2nd floor must be compatible to the 
load established on the load capacity calculation table. The 
use of glass panels on the mezzanine is forbidden. Only 
acrylic, polycarbonate or similar materials can be used, at a 
maximum size of 1,00x1,40m. 
 
Exceptions to the rule are the glass panels totally covered 
with security film or the laminated or tempered ones.  

10 – Stands in external areas 

 
Stands located in PAVILION’s external areas must comply 
with all the norms and procedures contained herein or the 
ABNT norms and standards.  
 
They must have presented a project duly signed by a 
certified professional, together with structural calculation, 
which must abide the project’s characteristics, the drag 
coefficient stipulate for each region of the country, period 
and location where the stand will be built up.  

11 – Catwalks / Stages / Elevated floors 

 
Catwalks and stages will only be permitted in stands with an 
area equal or over than 150sqm.  
 
No catwalk or stage can exceed 1.20m in height, must have 
a minimum jib (setback) of 2.00m from the stand’s borders 
and must be totally set inside the stand, independently if 
area is an island or not.  
 
In other stands the elevated floor, where circulation of 
people takes place, cannot exceed 1.20m in height, from 

the PAVILION’s floor. It is necessary to present a specific 
ART (Technical Responsibility Term) for elevated floor, stage 
and/or catwalks.  

12 – Labor norms 

 
a. all elements of the stand must receive finishing procedure 
on both sides, whether next to adjacent stands or on aisle 
side. The exception is for stands located at PAVILION’s 
extremities.  
 
b. the following equipment will not be admitted and cannot 
be installed in the PAVILION: 
 
- circular bench saws; 
- disk saw for cutting steel and/or aluminum; 
- steel or aluminum welding machine 
 
c. Sanding the booth walls will not be be permited, neither 
gas welding,  dishevel painting, sanding and spray use. 
 
d. stands with metallic structures must enter the PAVILION 
already semi-built. The components must be affixed by 
screws. Building or welding parts will not be permitted inside 
the PAVILION.  
 
e. stands with wood structures must enter the PAVILION 
already semi-built, lacking only final finishing details.  
 
f. painting with pneumatic pistol spray will not be permitted.  
 
g. circulation aisles and adjacent stands cannot be used for 
storage or materials, tools and products to be used in 
installing the stand. All activities must be done, exclusively, 
within the limits of the EXHIBITOR’s stand.  
 
NON COMPLIANCE OF THE ABOVE IMPLIES IN 
PROHIBITING ACCESS TO THE PAVILION OF ANY TIME 
OF MATERIAL, VEHICLE OR HIRED STAND 
BUILDER/OTHER COMPANIES.  
 
h. all activities with greases, paints, corrosive materials, 
powders and liquids must be carried out in appropriate 
containers in order to avoid damages for people, PAVILION 
and adjacent stands.  
 
i. Fixing of the carpet directly to the PAVILION floor can only 
be done using DOUBLE FACE TAPE, THE USE OF GLUE 
IS FORBIDDEN. 
 
i. air conditioners: hot air from air-conditioners may not 
flow to aisles or adjacent stands, it must flow upward. 
Air-conditioners must be installed inside the stand’s 
limits, obeying the jib (setback) table, and cannot 
prejudice the visual stetics of the aisles or adjacent 
stands. It is mandatory drain for condensed water from 
air-conditioners.  

13 – Security procedures 

 
a. Special installations 
 
Any equipment which might cause harm to the public or 
damages to the adjacent stands or PAVILION must be 
undertaken in special installations which eliminate such 
prospects, at the Promoter’s criteria.  
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We recommend the use of anti-flame material for lining 
floor and ceiling of stands. In certain cases, the 
application of anti-flame products will be mandatory.  
 
b. fire extinguishers 
 
EXHIBITORS are obliged to maintain at their stands, during 
all the EVENT’s stages, a fire extinguisher with the 
compatible charge for the exhibited products and 
products/materials used to build the stand, and cannot be 
located in stairs, must be unobstructed and signed in 
accordance to the table below: 
 
With no stand division 
 

Area (sqm) CO2  PQS 
(Dry chemical powder) 

Up to 50 1 Or 1 
From 51 to 100 2 Or 2 
From 101 to 150 3 Or 3 
From 151 to 200 4 Or 4 
From 201 to 250 5 Or 5 
From 251 to 300 6 Or 6 
From 301 to 350 7 Or  7 

 
 
With stand division 
 

Area (sqm) CO2  PQS 
(Dry chemical powder) 

Up to 50 2 Or 2 
From 51 to 100 4 Or 4 
From 101 to 150 6 Or 6 
From 151 to 200 8 Or 8 
From 201 to 250 10 Or 10 
From 251 to 300 12 Or 12 
From 301 to 350 14 Or 14 

 

In areas superior to 350sqm without internal division, the 
EXHIBITOR must provide one fire extinguisher for every 25 
linear meters. They must be distributed in a way that the 
operator does not walk more than 25 linear meters. 
 
We suggest the use of Powder ABC fire extinguishers 
inasmuch as they can substitute any type or extinguisher, A, 
B or C class.  
 
The PROMOTER reserves the right of require more fire 
extinguishers, inspect, require recharges and determine 
locations for their allocation. 
 
For further information, contact the Promoter’s firemen at 
the Security office.  
 
c. prohibited equipment 
 
It is expressly prohibited the functioning or internal 
combustions engines inside the PAVILION, the use of 
explosives, non inert gases, toxics, fuels, LPG (liquefied 
petroleum gas) and inflammable liquids. 
 
Any activity which requires the use of fire is expressly 
forbidden.  
 
d. obstruction of equipment  
 
EXHIBITORS who have a ground or floor hydrant inside 
their stands’ areas cannot obstruct them by any equipment 

or walls, must have a false floor identified and of easy 
removal. 
 
Removal of fire extinguishers from their fixed points, to be 
used at other points of the PAVILION, without prior 
authorization from the Promoter is forbidden.  
 
e. EPI – Individual protection equipment (IPE) 
 
The EXHIBITOR is responsible to supply his/her staff team 
with IPE adequate for risks involved and in perfect 
conservation and working state.  
 
Attention: 
 
Entry and/or permanence of people in the PAVILION 
during Build up and Dismantling periods without badge, 
shirt and/or wearing shorts or trunks is forbidden. The 
same for people wearing wooden clogs, sandals or 
slippers.  
 
Animals of any kind or size in activities at the stand are 
also forbidden, even if they are linked with the products 
or to the decoration. 

14- Emergency exits 

 
At the identified Emergency exits it’s forbidden to store any 
type of material.  
 
All stands’ lay outs containing enclosed areas must be 
provided with emergency exits. In case of 
auditoriums/conference rooms, the number of emergency 
exits need to be compatible with their seating capacity.  

15 – Build up embargo 

The Promoter reserves the right of interrupt/embargo 
any build up process in discordance with the norms 
and procedures or this Manual. Should the EXHIBITOR 
fail to make the necessary corrections in due time, 
apart from a 25% fine of total area’s costs, the stand 
cannot be occupied and used during the EVENT.  
 
The EXHIBITOR must keep the Stand builder and other 
hired companies informed about the norms established for 
the EVENT safeguarding his/her interests.  

VIII – REALIZATION (SHOW DAYS) 

1 – Period and hours 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

2 – Personnel admittance 

 
Admittance for the PAVILION during the EVENT’s show 
days will only be permitted to bearers of the identification 
badges listed below and at the time period herein stated. In 
technical trade fairs minors under 16 years old will not be 
admitted, even if accompanied by adults and/or parents.  
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- Maintenance crew badge, together with the Stand 
builder/decorator badge 
(during the EVENT’s show days period) 

 
- EXHIBITOR badge 

(during the EVENT’s entire period) 
 

- Services badge 
(during the EVENT’s show days period) 

 
- Cleaning personnel badge 

(daily, from 7.00am to 9.00am) 
 

- Security guard badge 
(during the EVENT’s show days period) 

 
- Utility company badge 

(during the EVENT’s entire period) 
 

3 – Vehicle access 

 
During the EVENT’s show days the access of vehicles at 
the PAVILION is prohibited.  

4 - Supply 

 
Goods to supply stands may only enter the PAVILION 
during the EVENT’s show days from 7.00am to 9.00am: 
Anhembi Park Exhibition Hall, Imigrantes Exhibition Center, 
Anhembi Convention Hall, Expo Center Norte, through the 
services gate. We recommend an adequate schedule to 
supply the stands as no exception will be made. All food 
products must be packed in appropriate containers for 
transport.  

5 - Attendance 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

6 – Admittance of minors 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

7 – Stand operation 

 
During the EVENT’s show days at least one member of 
EXHIBITOR’s staff team must be on the stand in order to 
inform about the exhibited products.  
 
Stand personnel should arrive 1 hour before the EVENT’s 
opening. The Promoter reserves the right to anticipate the 
EVENT’s opening hour, for a better attention to the public.  
 
Shutting down the stand before the EVENT’s closing time is 
not permitted, even on the EVENT’s last day.  
 
The stand’s illumination must be switched during the 
EVENT’s entire show hours. At the end of each day, the 
EXHIBITOR is responsible to turn off the energy main 
switch his/her stand.  

8 –Operation limits 

 
The PAVILION’s aisles are for common use, therefore it’s 
prohibited distribution of any material or any other article, 
except if contained in contract signed with the PROMOTER. 
 
The Promoter reserves the right to apprehend any material 
distributed outside the stand’s limits during the EVENT’s 
show days, if the material is not mentioned in contract 
signed with the PROMOTER.  
 
Return of apprehended materials will be made at the 
Promoter’s Security office on the Dismantling first day. After 
this period not retrieved material will be sent to a deposit 
and the charges of this operation will be of the 
EXHIBITOR´s responsility.  

9 – Visitors at stand 

 
All stands must be totally open for visiting. The sale of 
admittance tickets, under any form, is forbidden.  
 
In the EVENTS where artistic activities are permitted, 
printed invitations for shows, parades or internal promotions 
of the stands do not give the bearer of the ticket, the right to 
enter the EVENT, for which he must possess the 
appropriate invitation. 

10 – Distribution of giveaways and samples 

 
Distribution of giveaways, samples, pamphlets, catalogs and 
tasting sessions for visitors is permitted inside the stand. 
The Promoter reserves the right to cease such activities 
which cause disturbance or over crowding of people, 
apprehending material until the EVENT’s last day when the 
material will be returned.  
 
Distribution of giveaways which emit noise or inflated 
balloons is forbidden.  

11 – Retail sales 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

12 – Removal of products 

 
No product on display can be removed during the 
EVENT’s show days.  
 
Special cases must be informed to the Promoter which may 
authorize the substitution of a defected product for another 
one with equal characteristics.  
 
The Promoter authorizes the removal of sample cases and 
small objects one hour after the EVENT’s closing time at its 
last day.  

13 – Artistic activities. 

(Shows, Live Music, Raffles, Parades, Magicians, 
Videoke, Karaoke, Video-wall, Animals,  Etc.). 
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It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, accessing 
the Exhibitor’s area. 
 
It is strictly prohibited: to present any kind of show, 
pyrotechnic spectacle using smoke or airships, present 
semi-nude live models of any sex or with lid sex that 
attempts the morals or the good manners; animals of 
any species or sizes, including birds, independently if 
they are part of the stand decoration or have any 
relation to the exhibited products demonstration. 
 

14 – Sound volume 

 
The use of any resources of audio cannot exceed 85 +/- 
1dB measured in the stand’s boarders independently the 
stand configures or no an island.  
 
During the EVENT’s show days, the Promoter will use the 
equipment to measure the sound volume. 
 
The EXHIBITOR who exceed the mentioned limit will be 
firstly notified and, a second infraction will be informed by a 
writing notify which must be signed by the PROMOTER. 
 
On the third, the Promoter will provide a stronger 
consequence through the stand’s energy supply 
interruption. If the EXHIBITOR continue the infraction, 
energy supply interruption will remain until the last day of 
the EVENT. 
 
EXHIBITORS who use audio resources must consider 
adequate rooms and/or the maximum volume mentioned.  A 
descriptive must be forwarded to the Promoter, up to 15 
days before the beginning of the EVENT’s build up period, 
including all the activities. 
 
IMPORTANT: We recommend the training of the whole staff 
team who will be involved with the stand about the norms 
and penalties above to guarantee the good performance of 
each stand and the event in general. 
    
EXHIBITORS who use any of these tools must check and 
pay the respective Copyright according to the Law 9610/98 
and can clear doubts about it contacting ECAD through the 
telephone 55 11 3287 6722 (www.ecad.org.br).  
 
The PROMOTOR reserves the right to end these activities, 
when they are causing disturbances, agglomerations, 
reclamations from the neighbouring stands or are in 
disagreement with what was previously approved. 

15 – Demonstration of equipment 

 
The Promoter may suspend or determinate the period for 
demonstrations of equipment which presents risks for the 
public, goods, structure and fittings of stands or which emits 
a high noise level or vibration.  

16 – Photographic coverage  

 
For photographic coverage during the EVENT, pictures of 
the stand, personalities visit, directors or customers, the 
EXHIBITOR must forward a prior notice for the Promoter, in 
writing head paper’s letter, informing the date and hour the 

professional will be in the PAVILION.  
 
The badges for these professionals will only valid for 1 day 
and their identification documents will be retained until 
badges are returned. If the referred professionals need to 
return to the EVENT on another day, these professionals 
can do the activities only inside of the stand of the 
EXHIBITOR that hired him/her. 
 
The Stand builder which intends to photographer its stand, 
during build up period, needs to request a formal 
EXHIBITOR’s authorization and, after it, contact the 
Promoter for the same procedures described above.  

17 – Cleaning of stand 

 
The cleaning procedures should be carried out daily from 
7.00am to 9.00am. garbage collected must be deposited at 
PAVILION’s garbage pen by the cleaning crew hired by the 
EXHIBITOR.  
Outside these hours, garbage must be kept in plastic bags 
and placed alongside aisles to be collected by the 
Promoter’s official cleaning crew.  
Throw the garbage at the aisles is strictly forbbiden. 
 
Non-compliance implies in fines and cancellation of 
defaulter’s badge.  

IX – DISMANTLING 

1 – Period and hours 

 
It’s necessary to check the “specific manual” of each 
EVENT. It’s available into the EVENT’s webpage, 
accessing the Exhibitor’s area. 

2 – Responsibility 

 
It is a EXHIBITOR’s entire responsibility to dismantle and 
remove products and equipment from his/her stand with the 
stipulated deadlines.  
 
The EXHIBITOR must keep the Stand builder and decorator 
companies informed about the mentioned deadline and 
conditions.  
 
The Promoter also recommends that, on the EVENT’s last 
day, after closing, the EXHIBITOR removes all sample 
cases and other objects of value as well as small objects, 
thus avoiding robbery, theft, damages, loss, etc. It also 
recommends that the EXHIBITOR maintains security guards 
at his/her stand whilst materials have not been totally 
removed, as the Promoter cannot be held responsible for 
any problems.    

3 – Personnel admittance 

 
Admittance to the PAVILION during the EVENT’s 
Dismantling period will only be permitted for bearers of 
identification badges as indicated below, reminding that 
minors under 16 years old will not be admitted under any 
circumstances. 
 

- Stand builder/decorator badge; 
- Maintenance crew badge; 
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- EXHIBITOR badge; 
- Security guard badge; 
- Service company badge 

4 – Vehicle access 

 
During the EVENT’s Dismantling period vehicles may only 
remain inside the PAVILION for the maximum periods listed 
below: 
 

Town cars 30 minutes 

Pick-up / Vans 60 minutes 

Light trucks 90 minutes 

Heavy trucks 120 minutes 
 

After these periods an hourly fee will be charged if 
vehicles remain inside the PAVILION.   
However, independently of deadlines, vehicles must leave 
the PAVILION as soon as cargo has been loaded.  
 
During the first 6 hours of EVENT’s Dismantling period, only 
small vehicles will have access to the PAVILION to avoid 
traffic jams. Trucks will be able to access after this period.  

5 – Exit control 

 
Removal of materials and equipment from the PAVILION will 
be subject to strict control by the Promoter. The EXHIBITOR 
must request at the Promoter’s Security office the 
appropriate form to be filled in with details of items of its 
property to be removed from the PAVILION.  
 

After signed by the EXHIBITOR’s dispatcher, the referred 
form will accompany the vehicle and be handed over the 
exit gate for the inspectors who will carry out inspection.  

6 – No removed materials 

 
The Promoter will  not be held liable for losses, damages, 
theft or disappearance caused by the materials and 
equipment which eventually remain inside the PAVILION, 
after the end of Dismantling period. 
  

X – GENERAL DISPOSITIONS 

 
The Promoter reserves the right to arbitrate about any 
case of omission on this Manual, as well as establish 
new and necessary procedures for the EVENT’s best 
operation. 
 
The Exhibitor, its staff and contracted suppliers 
commits to respect all the clauses and dispositions that 
regulate the EVENT, as well as other procedures and 
norms which can be established  
 
No alteration promoted by the Promoter can be a 
motive for canceling the Participation Contract by the 
EXHIBITOR. 
 
A 25% fine on total costs of rented space will be 
charged for the EXHIBITOR who fails to comply with the 
present norms and procedures, in such sanction has 
not been previously specified.  

 



Exhibitor’s Manual – Reed Exhibitions Alcântara Machado 
Updated on January, 2010 

 
 

 23 

Table to calculate electrical energy consumption 

 

 
Equipment 

 
KW consumption/equipment 

Air conditioner – 7000 BTU 1,85 

Air conditioner – 10000 BTU 2,25 

Air conditioner – 15000 BTU 2,75 

Air conditioner – 18000 BTU 3,20 

Cafetière / coffee machine 0,30 

Light canon – 300 watts 0,30 

Light canon – 500 watts 0,50 

Light canon – 1000 watts 1,00 

Air fan 0,15 

Microwave oven 0,50 

Freezer 0,50 

Refrigerator – minibar 0,30 

Refrigerator – residential  0,50 

PC printer 0,20 

Incandescent lamp – 100 watts 0,10 

Incandescent lamp – 150 watts 0,15 

Fluorescent lamp – 20 watts 0,03 

Fluorescent lamp – 40 watts 0,05 

Laser 11,0 

Personal computer (PC) with monitor 0,35 

Residential microwave 1,50 

Industrial microwave 3,00 

Neon Light (per linear meter) 0,03 

Television 0,25 

Large ventilator  0,30 

VHS system 0,30 

Video wall (9 TV’s / 29” each) 12,50 

 
The above KW consumption refers to the consumption during the EVENT’s entire operation 

period.  
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Addresses and telephones 
 
 
Cashier’s office 
Rua Bela Cintra, #1.200, 7º andar  
Consolação, São Paulo, SP, Brasil 
CEP 01415-001 
Telephone: 55 11 3060 5000 
 
Return of contracts / payment of installment 
Rua Bela Cintra, #1.200, 7º andar  
Consolação, São Paulo, SP, Brasil 
CEP 01415-001 
Telephone: 55 11 3060 5000 
During EVENT’s stages at PAVILION 
 
Return and payment  of installation and service forms 
Rua Bela Cintra, #1.200, 7º andar  
Consolação, São Paulo, SP, Brasil 
CEP 01415-001 
Telephone: 55 11 3060 5000 
During EVENT’s stages at PAVILION 

 
Return of other forms 
Rua Bela Cintra, #1.200, 7º andar  
Consolação, São Paulo, SP, Brasil 
CEP 01415-001 
Telephone: 55 11 3060 5000 
During EVENT’s stages at PAVILION 
 
Publicity material 
The Promoter will keep the EXHIBITOR informed about 
the procedures.  
 
Badges collection 
After the beginning of the Build up period, at the 
Promoter’s Registration center, installed on the 
PAVILION.  
 
Telephone and internet connections 
 
ANHEMBI 
Phone: 55 11 2089 7500/7505/7507 
Fax:  55 11 2089 7502 
 
CENTER NORTE 
Phone:  55 11 2221 8483 - 0800127368 
 
CENTRO DE EXPOSIÇÕES IMIGRANTES  
Phone:  55 11 3079 5500 

TRANSAMERICA   
Phone:  55 11 5643 3012 
 
Parking lot 
 
CENTER NORTE 
PATROPI - Adm. de Estacionamento, Garagens S/C  
Phone:  55 11 6221 6700 
 
CENTRO DE EXPOSIÇÕES IMIGRANTES  
E PARK 
Phone:  55 11 5067 6788 
 
TRANSAMERICA 
PARKBEM 
Phone:  55 11 5643 3012 
 
The parking lot administrators are responsible for the 
norms and procedures without any interference 
whatsoever from the Promoter.  
 
Welcome program  
Phone:  55 11 3035 1000 
www.programabemvindo.com.br  
 
Lead retrieval  
Phone:  55 11 3961 2341- 3857 7379 
e-mail: coletor@cidtech.com.br  
 
Minor’s court 
Phone:  55 11 3951 2525 / 2927 
 
ECAD (Copyright) 
Phone:  55 11 3287 6722 
Fax:  55 11 3285 6790 
www.ecad.org.br  
 
Revenue service office 
Alameda Barão de Limeira, #1.138 
Campos Elíseos, São Paulo, SP, Brasil 
Telephone: 55 11 3326 9276 
(doubts about issue of invoices)  

 
Publicity and Operations licensing office 
Further information: 
São Paulo City Hall 
Phone:  55 11 3225 5568 

List of services and products available at PAVILIONS which are not a Promoter’s responsibility 

 
- Catering; 
- Cigarette kiosk; 
- Forklifts and cranes; 
- Parking lot; 
- Photographer 
- Signs 
- Ornamental plants / gardening 
- Welcome program 
- Restaurants and snack bars 
- Freight forwarders  

 


