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Procurex National 2010  
 

Dear Exhibitor,  
 
Further to your decision to book an exhibition stand at the Procurex National exhibition at the 
National Exhibition Centre, Birmingham on 9 and 10 March, please find in this booklet all of the 
information that you will require for this event.  
 
I will be in touch with you to ensure that you understand all the information provided and to 
answer any questions that you may have regarding this event.  
 
In the meantime, please read through the booklet carefully and fill out the information where 
required.  
 
I will be your main contact for this event, so if you have any questions please do not hesitate to 
contact me on the details below.  
 
Kind Regards 
 

 
 
 
Lynsey McMillan  
Advertising Administrator 
Tel: 0141 270 7356 
Email: lynsey.mcmillan@bipsolutions.com  
 
 

 



 
CONTENTS 

 
1. Conference Brochure/Website Specifications 

a. Stand Name 
b. Corporate Logo 
c. Company Profile 

 
2. Attendee Names 
 
3. On-Site Requirements 

• Electricity 

• Internet 

• Furniture 

• Set -Up and Breakdown Times 

• Shell Scheme 

• Car Parking  

• Deliveries to Site 

• Cleaning 

• Complex Structures 

• Carpets 

• Stand Catering 

• Accessibility 
 

4. Floorplan 
 
5. Map/Directions (including Loading Bay) 

  
6. Contact Points 

 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

CONFERENCE BROCHURE/WEBSITE 
SPECIFICATIONS 

 
 

Deadline: As soon as possible 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CONFERENCE BROCHURE SPECIFICATIONS 
 
Stand Name 
 
Please write your stand name in capital letter in the box below.  Please ensure that your stand 
name is spelt correctly as this is the way it will appear on the website and at the exhibition. 
 
 
 
 
 
 
 Corporate Logo  
 
Please provide your corporate logo preferably in an .eps format. Minimum resolution should be 
300dpi. Please provide your logo as soon as possible. 
 
150 Word Company Profile 
 
Please provide your 150 word company profile in the box below and return to Lynsey McMillan 
by fax on 0141 270 7690 or email to lynsey.mcmillan@bipsolutions.com  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
The information provided will be used on the event website www.procurexnational.co.uk to 
promote your companies involvement in the lead up to the event.  
 
Please sign and date below to confirm you are happy with the information provided to 
be used on the website and within the conference brochure.  
 
Signature__________________________________             Date___________________ 
 
 
BiP Solutions will not make any changes to your information without notifying you first.  
 
 
 
 
 



 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

ATTENDEE NAMES 
 
 
 
 

Attendee Names Deadline: Friday 5 February 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



ATTENDEE NAMES 
 
ATTENDEE NAMES DEADLINE:   Friday 5 February 2010 
 

As part of your exhibition package you are entitled to have two members of staff man your stand. 
Please enter their names below. 
 

EXHIBITORS 
 
 

(Please provide full information requested) 
 
Full Name ________________________________________________________________ 
Position    ________________________________________________________________ 
Address Details ___________________________________________________________ 
Email Address ____________________________________________________________ 
 
Full Name ________________________________________________________________ 
Position    ________________________________________________________________ 
Address Details ___________________________________________________________ 
Email Address ____________________________________________________________ 
 
 
 
Also as part of your exhibition package you are entitled to have two members of staff attend the 
conference. Please enter their names below.  
 
 

DELEGATES 
 
 

(Please provide full information requested) 
 
Full Name ________________________________________________________________ 
Position    ________________________________________________________________ 
Address Details ___________________________________________________________ 
Email Address ____________________________________________________________ 
 
Full Name ________________________________________________________________ 
Position    ________________________________________________________________ 
Address Details ___________________________________________________________ 
Email Address ____________________________________________________________ 
 
 
 
To register more attendees, please do this online at www.procurexnational.co.uk/register.html            

 
 
Please ensure that all above information is correct. Please sign and date below to 
confirm you are happy with the information provided.  
 
 
Signature________________________________________           Date____________ 
 

 
 
 



 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

ON-SITE 
 

REQUIREMENTS 
 
 
 
 
 

 
 



 

ON-SITE REQUIREMENTS 
 

IMPORTANT: ALL ELECTRICITY, INTERNET AND FURNITURE MUST BE ORDERED BEFORE 
THE EVENT 

 
ELECTRICITY – The order forms for electricity will be sent to you along with the exhibitor pack.  
 
INTERNET – Please use the NEC Order form to organise your internet for your stand, you can find this 
on the following link http://www.procurexnational.co.uk/exhibitorinfo.html. This must be ordered 14 
days before the event. Please note: There is no WIFI available within the hall at the NEC. All internet 
connections will need to be ordered.  
 
Important Information 
 
Due to the instability of wireless connectivity within the structure of an exhibition, the Event IT at the 
NEC regrettably cannot offer this as a supported service.  
 
The Event IT at the NEC strongly recommend that hard wired connections are the most secure and 
stable source of internet for an exhibition.  
 
Please note it is YOUR responsibility to ensure that your stand builder correctly routes your cables to 
final location. Event IT will pull the cable to the nearest floor duct and exit within your stand and provide 
approximately 6m of additional cable for your stand builders to route.  
 
FURNITURE - If you require furniture for your exhibition stand, this can be hired from Image Line 
Communications. Tel: 0207 689 9009  Web: www.imageline.co.uk Order forms are on the following 
page: http://www.procurexnational.co.uk/exhibitorinfo.html 
 
Please note: The venue will not be providing any furniture for this exhibition. Please ensure that you 
have ordered furniture if you do not have your own.  
 
SET UP AND BREAKDOWN TIMES – You can gain access to the venue from 3pm on Monday 8 
March to set up your stand. Please ensure when breaking down your stand that all your items have 
been removed from the venue by 8pm on Wednesday 10 March. The show will close at 4pm.  
 
BiP Solutions or the venue cannot accept any responsibility for damaged or missing items.  
 
SHELL SCHEMES – Image Line Communications will be providing the shell schemes for this event. 
Below is some information with regards to the size of the shell scheme.  
 
Size: 2 metres x 1 metres 
Height: Approx. 2.4 metres high 
 
PLEASE NOTE: Your equipment should be able to fit into the allocated exhibition space in order 
to meet with the health and safety guidelines from the venue.  
 
CAR PARKING – Exhibitors will park in N2 and then visitors in N3 - 12. The exhibitors should report to 
N12 Lorry Park on arrival (see plan attached to email) where they will be registered and given a delivery 
slip and sent down to the hall to off load when space becomes available. 
 
DELIVERIES TO SITE – Deliveries to the site can be made from 8am on the morning off Monday 8 
March. The exhibitors should report to N12 lorry park on arrival ( see attached site plan) where they will 
be registered and given a delivery slip and sent down to the hall to off load when space becomes 
available. 
 
 
 
 



Delivery Address:  
Your Company Name (c/o BiP Solutions Ltd)  
Procurex National 2010 
Hall 18 
Stand Number  
The NEC 
Birmingham B40 1NT 
 
CLEANING – The NEC provide a cleaning service via their official contractor ISS. Please see your 
tenancy agreement for inclusive package arrangements. To make additional arrangements please 
speak to your Event Manager or telephone ISS on 0121 767 2685.  
 
The NEC cleaning staff will remove all items of rubbish from the Halls and public areas of the venue. 
Any hazardous waste needs to be disposed of appropriately i.e needles, nappies etc. All NEC public 
areas will be cleaned as a matter of course. If you have any concerns over these areas please contact 
your Event Manager.  
 
COMPLEX STRUCTURES – Please inform Lynsey McMillan at BiP Solutions as soon as possible if 
your stand will be one of the following:  
 

• A multi-storey stand including raised platforms over 600mm high 

• A stand where provision is made for a closely seated audience 

• Stand fitting exceeding 4 metres in height 

• A stand with a travel distance to a gangway greater than 12 metres without a choice of direction 

• A stand requiring foundations 

• Any element suspended from the permanent roof of the hall (i.e. rigging) 

• A temporary demountable structure including, temporary grandstands and seating, demountable 
framed structures, stages and barriers, ancillary special structures, tents and marquees 

 
CARPETS – Carpets and other textile floor-coverings must comply with BS 4790 and shall be secured 
and maintained so as not to cause a hazard. Only the NEC recommended carpet tapes may be used 
directly onto the exhibition floors. Any floor covering to a gangway shall be of a non-slippery and even 
surface and shall be so secured and maintained so as not to be a source of danger.  
 
STAND CATERING – Please see the attached booking form which will provide you with all the 
information for stand catering. Please note: A minimum order value of £15.00 applies on ALL food & 
beverage or catering equipment orders (including top up orders on site). 
 
ACCESSIBILITY  
 
Build-Up – All vehicles should initially report to their designated lorry park (N12) and will be directed 
down to the applicable vehicle entry door when space becomes available around the rear of the hall. All 
stock and materials should be unloaded as quickly as possible and the vehicle removed to outer car 
parks. This will help free up space for more vehicle to gain access to the rear of the hall.  
 
Open Period – The organiser will specify re-stocking delivery times prior and after the show opening, 
during which time trolleys may be used. Should deliveries or re-stocking need to take place during the 
show open time, all products need to be hand-balled to the relevant stand. Trolleys will not be allowed 
during this time. No vehicles are allowed at the rear of the halls during show open times and all hatched 
markings around the vehicle entry doors are to be kept clear at all times.  
 
Breakdown – Breakdown will commence once ALL visitors and children (under the age of 16) have 
vacated the hall. Small vehicles will have priority to access the rear of the hall. Larger vehicles will be 
queued on the designated lorry park from 0700hrs the morning of breakdown. They will be sent down to 
the back of the hall once space becomes available. 
 
 
 



 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
EXHIBITION  

 
FLOORPLAN 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FLOORPLAN 
 

 



 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

MAP/DIRECTIONS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MAP/DIRECTIONS 

 








