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BEDG MANUAL

www.bedg.org/index.php/useful-information.html

ICFF FAIR

www.icff.com
ICFF SET-UP MANUAL

NEW EXHIBITOR MANUAL WITH DETAILED INFORMATION ON THE FOLLOWING 

· Before the Show (including GES Forms)

· At the Show 

· After the Show

www.javitscenter.com

Information on the Javits Center 

· Location, facilities, services

APRIL 2008

ICFF MANUAL

www.icff.com
The following sections are of particular importance to BEDG – ICFF participants:

1) SHOW ORGANIZER – FORMS AND INFORMATION

· Height Limitations for Displays and 

        Hanging Signs 

· Flameproofing

· Electrical Labor

· Labor

· Hotel and Travel

· Shuttle Bus Service

· Visitor Information

· General Rules

· SHIPPING MATERIAL/HANDLING

· Direct Shipments

· INTERNATIONAL FREIGHT

· Wood Package Regulations!

2) OFFICIAL SHOW SERVICES

3) GENERAL INFORMATION 

· especially Shipping 

4) MATERIAL HANDLING

5) SHIPPING & STORAGE

        (if not handled by participants’ agents)

6) STANDARD EXHIBITS

      (for participants wishing to order furniture etc)

THE BEDG MANUAL

This manual contains all information required by participants at the ICFF -

International Contemporary Furniture Fair – to be held at the Jacob K. Javits Convention Center in New York.

In particular:

· Information on NEW stand design and shell systems at the ICFF*

     (sent to participants with CIRCULAR NO 3 10 03 08)
     
Island Shell System Layout (sent out separately)

      .
ICFF 2007 view of BEDG stands (on Invitation cover)

· Special booth requirements (sent separately)

· Electrical/lighting requirements (sent separately)

· Important ICFF direct contact details/Contractors

· Javits Center floor plans and directions

· Setting up and dismantling instructions

· Shipping recommendations incl. direct shipments 
    (sent separately with CIRCULAR NO 1 05 03 2008)  

· UK Trade & Investment information and special services

· Travel and hotel recommendations ICFF/BEDG

· Press and publicity BEDG/Special Events ICFF

Special circulars will be sent out for:

1. Circular 1 - 05 03 08

      Address List, Shipping, Creative Direction, Deadlines Electrics, Pre-event Briefing    

      Meeting (already sent)

2. Circular 2 – 10 03 08 with 

      BEDG Invoices, BEDG 2008 Manual, ICFF New Shell System, Floor Coverings,  

      Booth Information for Shipping, ICFF Brokers, Vinyls, Press, Pre-Even Briefing  

      Meeting Date reminder 03 04 08

3. Questionnaire for ATO Report and TAP Claim Form

4. PARTICIPANTS’ POSTFAIR FOLLOW-UP /  MARKET SUPPORT

PARTICIPANTS PLEASE REFER ALSO TO THE ATTACHED ICFF SETUP MANUAL WORD DOCUMENT 

FOR MORE INFORMATION ON THE JACOB K.JAVITS CONVENTION CENTER PLEASE ALSO ACCESS THE JAVITS CENTER WEBSITE www.javitscenter.com

ANNEXES:

· ICFF International Shipping Instructions

· Booth Layout Form

· BEDG Aisle and Island Booths Images (PLEASE NOTE: AISLE BOOTHS HAVE FULL SIDE PANELS UNLESS OTHERWISE SPECIFIED BY PARTICIPANTS)

· ICFF Drayage Schedules Halls

· John Buttine Insurance Offer
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MARKET INFORMATION USA

MARKET INFORMATION IS AVAILABLE VIA UKTI US NETWORK SERVICES

Website: www.uktradeinvestusa.com
Email: researchusa@fco..gov.uk
Tel +1 (212) 745 0450

Fax +1(212) 745 0456

Two printed leaflets may still be available from UK TRADE & INVESTMENT 

1) EXPORTING TO THE USA – Getting Started – A Practical Guire

2) EXHIBITING ATUS TRADE SHOWS – Tips to help you Succeed

For enquiries about these brochures please contact 

UKTI DIRECT ENQUIRIES 020 7215 8000 or

UKTI USA DESK 020 7215 4722

Further information* can be obtained via the Consulate-General in New York

Creative Industries - Richard Powell

Email: Richard.PowellNY@fco.gov.uk

*Participants should note, however, that some of these services – like the OMIS – Overseas Market Intelligence Services – will have to be commissioned and paid for. 

UK TRADE & INVESTMENT UK INFORMATION AND SPECIAL SERVICES 

Useful contact details for UK services in the USA are listed in their website

www.uktradeinvest.gov.uk
Also available on the internet is the complete Overseas Promotions Guide 2008 published by British Trade Overseas

The leaflet ‘Helping your Business go further faster’ can be obtained by contacting UKTI in London – 020 7215 5000 – general number. Ask for publications or USA desk.The guide provides all required information including trade associations’/sponsors’ contact details to events supported by UK Trade & Investment on behalf of UK exporters 

It gives a complete breakdown of available support for Exhibitions and Seminars Abroad & Sector Challenge Events and includes a list of all related British Trade International Sector Publications.

It supplies information on Inward Missions (UK trade associations and government institutions bringing potential buyers to the UK), Outward Missions (funding for UK companies wishing to visit specific target markets and meeting up with potential clients in these markets), visiting exporters and some very useful information on how to assess whether one is ready to export/visit a foreign market.

Participants who are interested in other funded tradefairs, seminars, exhibitions and outward missions should contact the Accredited Trade Organiser responsible for this event. 

Please note that administration fees can differ substantially from one ATO to another.

IMPORT DUTIES INTO THE USA

CUSTOMS AND EXCISE

Please refer to our attached invitation leaflet, which gives all required details on tariffs and import duties.

INFORMATION VIA UK TRADE & INVESTMENT

WEBSITE

www.uktradeinvest.gov.uk
THE CUSTOMS HOTLINE

0845 010 9000 option 3 for enquiries

· Information on import duties into the United States of America and Canada is supplied by UK Trade and Investment America/Canada Desk or the American Embassy in London

· UK NORTH AMERICA DESK

020 7215 4722 

· or via General Enquiries

020 7215 5000

· SECTION XX of the Nomenclature: Furniture, bedding, mattresses, mattress supports, cushions and similar stuffed furnishings, lamps and lighting fittings is attached

· Tariff codes have to be established for particular products for shipping and selling into the USA

· The payable import duty can either be incorporated into the wholesale price or quoted separately on the Terms & Conditions of Sale

TERMS AND CONDITIONS OF SALE

General guidelines

· US$ prices – wholesale/recommended retail – trade for architects, specifiers and interior designers

· Payment on pro-forma for new customers is recommended BEFORE shipping goods

· Prices should either be landed New York or at least given an indication of shipping costs; customers may accept ‘ex works’ but it is still advisable to give some price indications for shipping UK-NY at least

· US buyers often have their own UK/US shipments which solves most problems

· Quantity rebates should be considered where applicable

· Order forms are signed and dated by the buyer if orders are taken on site

Participants are advised NOT to accept any US cheques in payment of goods from new customers while in New York unless they are cleared/cashed PRIOR to handing over the goods

FINANCE AND GOVERNMENT CLAIMS

· As per April 2008 the interim TAP (Trade Show Access Programme) funding upper ceiling for New York has been adjusted to £1.400 flat rate per eligible participant.

· FURTHER DETAILS OF THIS PROGRAMME CAN BE ACCESSED VIA the website 

   www.UKTRADEINVEST.GOV.UK 

     under the subheading MARKET ENTRY.

· TAP funding is paid out in 1 claim ONLY to the Accredited UK Trade Organisers. Organisers are required by law to reimburse participants within 3 weeks after receipt of TAP funds into the BEDG account. 

     In general this will take 12 – 14 weeks after the event.   



· No SECOND claim is permitted under any circumstances

The BEDG is the only organisation in the UK, which works on a totally 

non-profit making non-commercial basis to allow small and medium sized 

UK based companies in the creative industries to try out potential export markets by trade fair participation

In order to be able to pay the trade fair organisers in the respective countries, the BEDG is therefore dependent on participants paying their invoices in full within the stated deadlines

Once funding has been approved by TAP and space requirements submitted to the BEDG by participants with the BEDG Space Requirement Form any cancellation will entail FULL payment of stand fees & BEDG service charges. This is also clearly stated in the BEDG Invitation Documentation under the Heading ’Cancellation of Space’.

The submission of the BEDG Space Requirement Form  constitutes a legal contract between the participant and the BEDG.

TAP CLAIM/ELIGIBILITY OF COSTS

UKTI now requests that all TAP Claims for an event are submitted within TWO MONTHS after the individual event. Failure to do so results in the LOSS of the entitlement to TAP funding for the participant.

DEADLINES

All documentation for the CLAIM has to be filed with the BEDG NO LATER THAN TWO WEEKS AFTER THE EVENT.

LATER SUBMISSION OF THE CLAIM can NO LONGER be accepted by the BEDG as it delays reimbursement for those participants who have submitted their Claim within the given deadline 

The TAP Claim MUST be made using the BEDG Reimbursement Form - copy of which is attached

It details all eligible expenditure for the TAP funding of £1.400 flat rate for the ICFF 2008 event. 

Reimbursement can only be made for expenses covered by receipts and invoices. These may be required by UKTI auditors. 

Copies of All receipts and invoices must therefore be attached to the BEDG Claim Form.

Participants please see attached UKTI Guidelines for eligible costs

UKTI GUIDELINES FOR ELIGIBLE COSTS

STAND COSTS

This is the actual amount paid by the participant or the Accredited Trade Organisation on the participant’s behalf, to the commercial organiser of the exhibition, or to any third party supplier(s) for costs directly related to:

· Stand design

· Physical stand costs, including shell scheme (or equivalent)

· Labour costs in relation to physical construction of stand

· Heating

· Power supply

· Carpets

· Furniture hire

· Cleaning

· Internet/phone connection, equipment rental BUT excl. call charges

· Display aids and graphics but excluding any products/samples unless they are part of the stand construction

· Security

· Freight costs for stand and display items

· Excess baggage charges for stand and display items

· Car/van hire and other associated travel costs, e.g. fuel (If this option is used, the participant must present a justifiable case, including costs benefits)

Transportation charges MAY NOT be claimed for items that will be for sales at the event or for items that will NOT be returned to either the UK or to their original point of origin. 

Any personal costs, such as meals, accommodation, staff time etc. must also be excluded.

No other costs including recoverable local taxes, VAT, insurance costs of any kind, and any payment made by the Accredited Trade Organisation to a third party for any service or product not listed above will be considered to be eligible costs for grant calculation purposes.

Any expenditure used to calculate entitlement to a grant must not have been used to justify any previous grant claim from this, or any other scheme operated by UK Trade & Investment, or any other organisation in the public sector. 

Participants may also try for additional funding through their local Business Links or Regional Development Agencies as well as the Arts Council. In the past participants have received additional funding for personal travel and accommodation not covered by the TAP grant.   
IMPORTANT

PARTICIPANTS’ REPORTS  

As Accredited Trade Organiser – ATO -  for selected events UKTI REQUESTS that the ATO SUBMITS QUARTERLY STATEMENTS ON PARTICIPANTS COMMERCIAL PERFORMANCE AT TRADE OR OTHER UKTI SUPPORTED EVENTS.

UKTI REQUIRE THESE REPORTS TO BE ABLE TO MONITOR THE COMMERCIAL OR OTHER USEFULNESS OF INDIVIDUAL TRADE FAIRS FOR BRITISH PARTICIPANTS IN ORDER TO DECIDE WHETHER THESE EVENTS SHOULD CONTINUE TO BE SUPPORTED WITH TAP FUNDING.

IT IS THEREFORE VITALLY IMPORTANT THAT BRITISH PARTICIPANTS OF BEDG ORGANISED EVENTS COMPLY WITH OUR REQUEST FOR COMPLETION OF THE RELEVANT FORM (emailed after the event) WITHIN THE GIVEN DEADLINE.

FAILURE TO DO SO MAY JEOPARDIZE FUTURE FUNDING OF THIS EVENT FOR BRITISH COMPANIES AND INDIVIDUALS. 

Floor Plan ICFF 2008/Stand Allocation Participants (to be sent separately) 

STAND DESIGN/SHELL SYSTEM ICFF NY

ON LINE SET-UP MANUAL

THE ENTIRE ICFF MANUAL IS AVAILABLE ON-LINE AT

http://www.icff.com/setup
ICFF NEW SHELL SYSTEM 

The new GES Premier Wall System consists of wall modules /panels with honey comb construction and aluminium edge protection. The panels are covered with vinyl laminate.

Adjustable feet allow for easy cable/electric distribution and base trim is available for a finished look.

Basic Features:

Height





3m

9’10”

Weight of Panel with feet extended

3.06 m

10’1/2”

Width 1m panel



1m

3’3-1/4”

Width ½ m panel



0.5m

1’6”

Thickness




60mm

2-1/4”

Height of feet off floor



63.5mm
2-1/2”

Inside dimensions



2.94m wide
9.65 ft wide







2.99m deep
9.88 ft deep

Visible aluminium edge


2 mm

3/32”

IMPORTANT

Participants please note that the ALUMINIUM AREAS ARE NOT NAILABLE

Weight capacity
Per hang point



18 kg

40 lbs








100lbs max per panel

VERY IMPORTANT 

ONLY nails/drywall screws/picture hooks can be used with the following dimensions:

· 38.1mm minimum – 1 ½ in. or 

· 50.8mm maximum – 2 in. maximum

STAND DIMENSIONS BEDG STANDS WITH ICFF SHELL SYSTEM

Standard 10’ BOOTH – 100 sq feet

Height of shell system



 - 3m

Length (inside dim. excl. panel width)

 - 2.94m 

Width (inside dim. excl. panel width) 
 
 - 2.99m

Standard 5’ BOOTH – 50 sq feet

Height of shell system



-  3m

Length (inside dim.)




-  2.99m

Depth (inside dim.)




-  1.48m

· ALL SHELL PANELS COME IN MULTIPLES OF 1m – 0.5m 

· All AILES booths come with a finished light birch platform floor

· All ISLAND booths come with black carpet

FOR FURTHER INFORMATION PLEASE SEE ATTACHED DRAWINGS

PARTICIPANTS SPECIAL BOOTH REQUIREMENTS

NEW – ICFF 2007/8

Side panels (dividing walls in aisle booths) can either be taken to the full depth of the booth or reduced by multiples of 50 cm to a minimum of one panel (i.e. 50 cm) This requires approval of the adjacent booths 

Participants wishing to bring in the FULL depth will have to be adjacent to other booths with full side panels. If no other participants wish to have fully enclosed booths, all side panels within the contingent will only be 100-150 cm deep 

Booths can be covered although care must be taken not to interfere with the adjacent booths on both sides as well as the back aisle. 

Instead of nails exhibits can be suspended via hooks, brackets or clamps from the top of the back and side walls. Doublesided tape, Velcro and/or other non-permanent fixing means are often also good solutions for wall handing items provided they are not too heavy.

FOR FURTHER INFORMATION PLEASE REFER TO CIRCULAR NO 3, TO  ATTACHED ICFF REGULATIONS, ICFF SET-UP WEBSITE AND BEDG EMAILS 

PARTICIPANTS ELECTRICAL/LIGHTING REQUIREMENTS

110 Volt service is available from floor boxes in all exhibit halls  priced in 500 watt increments up to 2500 watts. Electrical codes do not permit increments above 2500 watts for lighting

The BEDG precharges a percentage of the stand construction cost per participant. This will be set off against final costings at the end of the fair. 

Any outstanding costs advanced by BEDG for participants will be accounted for and deducted from participants’ funding prior to reimbursement

The advance on electrics and construction are calculated to cover one power point (lighting companies and those who require connections for laptops etc) or access to a power point for 500 watts and one double gooseneck spot per 50 sq ft up to 150 sq ft. 

Experience has shown that it is less expensive from the point of view of labour cost to order spotlights for the stands than to bring one’s own lighting as it can only be installed by the electricians of the Javits Center

BEDG ELECTRICAL REQUIREMENTS FORM

(sent with Circular No 2 – 10 03 08)

FINAL DEADLINE FOR RETURN OF COMPLETED FORM IS

APRIL 10th 2008

The BEDG has to prepare the electrical requirements for the ICFF contingent by April 16th 2008 to allow participants to benefit from the discount offer of 20%.

ANY LATER SUBMISSION WILL INCUR LATE CHARGES OF 

£25 PER WEEK

Electricity consumption is charged at cost per participant 

Any other electrical/IT/telephone/music requirements have to be ordered and paid for direct by participants

· RELEVANT FORMS CAN BE FOUND IN THE ICFF/SETUP MANUAL.

PLEASE ALSO REFER TO THE ICFF/SET-UP MANUAL FOR ANY EXTRA INFORMATION ON IMPORTANT RULES AND REGULATIONS WITH REGARD TO 

· STAND CONSTRUCTION

· ELECTRICAL, HANGING AND OTHER LABOUR REQUIREMENTS

Image of Goose neck spot light and image of Down lighting
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Goose neck spot lights

Down Lighting

IMPORTANT ICFF DIRECT CONTACT DETAILS

ALL IMPORTANT US/ICFF TELEPHONE AND CONTACT DETAILS ARE ATTACHED TO THIS MANUAL;  RE ALSO CONTRACTORS

Or ICFF MANUAL www.icff.com 

The contact details for GLM ICFF Executive Personnel are as follows:

Vice President International & 

ICFF Show Manager:

       Phil Robinson +1 914 421 3215

Operations Manager

       Tony Orlando  +1 914 421 3244

Exhibit Sales Manager
                       Alexandra Cabat


                                                             T +1 914-421-3372/F +1 914-948-6197

                                                              E acabat@icff.com

For those BEDG participants who wish to exhibit outside the   

BEDG contingent and its dedicated aisles

Enquiries about

Directory Copy*/Directory Advertising
Metropolis-Tamara Stout 
*BEDG participants will be listed with all               +1 212 886-2529 

 company details provided under the 

 BEDG entry

Display Construction & Shipping enquiries
Operations +1 914 421 3244

Exhibitor Badges*



Customer Relations +1 914 421 3200-Ext 7777

*BEDG participants will be registered under

 the BEDG. The blank badges will be ready

 for registration of individual and company names

 on arrival at the Javits Center

Independent exhibitors will have to register names and companies individually with the ICFF

Guest passes for BEDG participants will also be issued from the BEDG general allocation at the ICFF registration desk on street level. Participants can either email the names of their potential guests to the BEDG – info@bedg.org or register them at the desk on arrival.  

ICFF/GLM SHOWS PRESS AND PUBLIC RELATIONS

Tobin and Tucker – Public Relations
T +1 212 879 5776

Kara Tobin can also be reached via Email: 
E Karatobin@tobinandtucker.com

JAVITS CENTER FLOOR PLANS AND DIRECTIONS

The Jacob K. Javits Convention Center of New York (JKJCC) is located at

 655 W. 34th Street

 New York, NY. 10001 

between 34th and 39th Streets and 11th and 12th Avenues.  It is owned by the City of New York. It is an airy, totally contemporary glass and steel structure overlooking the Hudson River

The Center is centrally located for both upper and lower Manhattan and within walking distance from quite a few hotel locations 

The ICFF also runs a regular and frequent shuttle bus service from many Manhattan hotel destinations during the fair
The Javits Center has its own catering facilities with various cafes and sitting areas located on all levels 

Excellent diners and delis offering great food value for little money are

located within easy walking distance from the Center

At the time of the ICFF George Little Management run four almost parallel shows at the Javits Center, each show attracting key buyers from all over the Americas, Europe and Asia. As product ranges overlap on various occasions, many attendees visit more than one show 

ICFF – INTERNATIONAL CONTEMPORARY FURNITURE FAIR

17-20 05 2008

is held in Halls 1A, 1B, 1C and 1D. It runs parallel with three other important trade shows organised by George Little Management:

SURTEX

18 – 20 05 2008

a trade fair for surface design is held in the Galleria and Hall E

NATIONAL STATIONARY SHOW 

18 – 21 05 2008

In level 3

America’s largest and most important stationary show in Level 3 

THE SUPPLY SIDE

18 – 21 05 2008

In level 3

is an exposition of suppliers to the social stationary, giftware and graphic arts industries

ICFF FLOOR PLAN

Already sent to participants.

Individual stand allocation to follow after official cut-off date for funding April 10th, 2008.

THE TOTAL SPACE RESERVED BY THE BEDG  

5400 SQ FT 

TOTAL CONTINGENT SPACE 

THE BEDG CONTINGENT WILL BE LOCATED IN 

HALL 1A  

AISLE 2304 1300 sq ft

AISLE 2403 1300 sq ft

AISLE 2402 1350 sq ft incl. aisle space 

AISLE 2501 1450 sq ft  “   “      “

These two aisles represent some of the best space available at the ICFF and are a key position directly opposite one of the main entrances to the fair   

BEDG STAND ALLOCATIONS

Participants should note that no individual booth numbers will be allocated for the ICFF in general. For client directions the information ‘Hall 1A, Aisles 2304, 2402, 2402, 2501 will be sufficient to direct them to the BEDG contingent.

Stand positions for participants can only be finalised once all required information has been collected. 

Participants will receive the stand layout for confirmation prior to submitting it to the ICFF Operations Manager Tony Orlando for erection of stands

SETTING UP & DISMANTLING INSTRUCTIONS

FOR ICFF RELATED REGULATIONS PLEASE CONSULT ThE INFORMATION PROVIDED IN THE ICFF MANUAL AVAILABLE VIA THE ICFF LINK IN THE BEDG WEBSITE OR THROUGH 

www.icff.com – EXHIBITOR SERVICES MANUAL

We recommend careful reading of these instructions

SETTING UP HOURS

Exhibitors may set up beginning of Wednesday, May 14th, 2008.

Wednesday 
14 05 08

8 am – 5 pm*

Thursday

15 05 08

8 am – 5 pm*

Friday 

16 05 08

8 am – 5 pm*

* These are the official times only. In reality setting-up times in the halls continue well into the evening as late as 11 pm to midight.

SHOW HOURS & ATTENDANCE

Saturday

17 05 08

10 am – 5 pm Trade only


Sunday

18 05 08

10 am – 5 pm
Trade only

Monday

19 05 08

10 am – 5 pm
Trade only

Tuesday

20 05 08

10 am – 4 pm Trade & Public

WORK ON SITE

CONSTRUCTION

PARTICIPANTS MUST BE AWARE THAT ANY COMPREHENSIVE CONSTRUCTION ON SITE SUCH AS BUILDING COMPLICATED DISPLAY STRUCTURES ETC USING ELECTRICAL TOOLS IS BASICLALLY NOT PERMITTED ACCORDING TO UNION LAWS WHICH REGULATE CONSTRUCTION INSIDE THE JAVITS CENTER.

THE BEST WAY TO AVOID UNNECESSARY COSTS AND PROBLEMS WOULD BE TO 

· Prepfabricate any constructions such as ceilings, inside walls, large battonning to hang lighting etc. OFF SITE site to allow easy and discreet assembly ON SITE 

ELECTRICS

PARTICIPANTS SHOULD ALSO BE AWARE THAT THEY CANNOT UNDERTAKE EXTENSIVE ELECTRICAL WORK INCLUDING WIRING OF THEIR OWN LIGHTS ON SITE  WITHOUT INCURRING ADDITIONAL LABOUR COST AS THIS HAS TO BE NORMALLY DONE BY THE JAVITS CENTER ELECTRICIANS.

THE BEST WAY TO AVOID UNNECESSARY COSTS AND PROBLEMS WOULD BE TO 

· Plan and prefabricate the electrical wiring leaving enough wire to accommodate necessary extensions so that the lighting etc. will only have to be plugged in or can easily and quickly be adjusted Participants should be advised that the final plugging in has to be done by the Javits Center electricians to ensure safety.

STANDS/BOOTHS

ICFF Operations will receive our booth layouts in time to prepare the panels for the individual stands prior to arrival of the contingent

Although there are some hardware stores in the area, we recommended that participants bring their own essential tools, hooks, nylon string, adhesive materials etc. for immediate use

Depending on available labour time, all our electrical requirements should also be in place prior to arrival

Any late changes in stand layout on site involve extra labour cost which will be charged to participants

Any additional requirements, i.e. extra spotlight, sockets, carpets, furniture rentals etc. have to be paid for direct to ICFF by participants

BOOTH AND EXHIBITOR INSURANCE

Insurance for exhibits and products is the responsibility of the exhibitors. Exhibitors should consult their insurance broker to obtain en endorsement in their insurance policies to cover display materials and merchandise during transit to/from abd at the show site. 

Neither Show Management, the JKJCC the contractors nor any of their officers, agents or employees assume any responsibility for the theft, loss or damage for any of exhibitor’s property.

Exhibitor and its contractor(s) must maintain Commercial General Liability Insurance. Policy limits sould be $1,000.000 Each Occurrence, $2,000.000 General Aggregate, $2,000.000 Product Liability and $1,000.000 Personal/Advertising Injury. Exhibitor and its Contractor(s) shall alsomaintain Workers Compensation Insurance for employees participating in the Show. 

Exhibitors seeking liability and property insurance should review the information provided within the JOHN BUTTINE INC. ORDER FORM (see www.icff.com – Insurance)
SHIPPING RECOMMENDATIONS INCL. DIRECT SHIPMENTS $ INTERNATIONAL SHIPMENTS

See also separate ICFF Documentation for direct shipments under www.icff.com
PLEASE READ CAREFULLY

UK SEAFREIGHT DEADLINES:

· Your shipping agents will supply their own instructions and shipping details. 

· It is our experience that the final dates for seafreight to the USA to ensure sufficient delivery time are at least 3-4 weeks prior to opening dates of the fair.

The shipping costs are usually calculated on the basis of outward & return shipments in a consolidated container, which may also contain other goods

· Please note that

High proforma values will increase insurance and bondage costs. We therefore suggest that either the wholesale or cost price values are given for proforma invoice purposes, although this will affect insurance payments in case of damages
DELIVERY TIME* also under Shipping
Delivery of shipments to site requires obtaining an unloading bay slot at the Javits Center. 

This is difficult for SMALLER shipments as the big containers and trucks have handling priority. 

It is therefore IMPERATIVE that participants’ shippers negotiate a TIMELY unloading slot with the ICFF OPERATIONS/GES SERVICES. DELIVERY 2-3 days PRIOR to the fair to allow sufficient setting-up time. 

A BEDG staff member will be on site from May 13 onwards.

Deliveries can be made during that time provided the BEDG staff member is informed in time. 

CUSTOMS CLEARANCE* also under Shipping
The official customs broker for the ICFF in NY is PHOENIX. It is STRONGLY recommended that participants (and their forwarding agents) contact Phoenix to facilitate customs clearance for consignments. PHOENIX have been very helpful to BEDG participants in the past, expecially when different forwarding agents had problems in clearing the goods through customs in time. 

Recommended Customs House Broker and International Freight Forwarder to the Fair are

PHOENIX International Business Logistics

(Trade Show Division)

1201 Corbin Street

International Elizabeth, NJ 07201

Attention Sally Mulkeen

Tel 001 908 355 8900 FAX  001 908 355 883

Email Smulkeen@phoenixlogistics.com

See also attached: 

ICFF FORM C-6 International Shipping Instructions

I M P O R T A N T

· Participants MUST ensure that they have a US broker with Power of Authority and that their shipping agents obtain a slot at the ICFF loading bays for delivery of goods.

· Their loading times correspond to those given on the attached ICFF 2008 plan.

DELIVERY OF EXHIBITS TO SITE/BEDG AISLES

Participants boxes should be delivered either to individual booths or to a central area on our aisles for participants to collect. 

We therefore recommend that you give the BEDG aisles Nos as a reference, i.e. 

AISLES 2304, 2403, 2402, 2501

HANDCARRYING OF EXHIBITS INTO JAVITS CENTER

Exhibits – including larger furniture pieces - can be carried in by hand and transported down into the halls via LIFTS or the STAIRS OF THE ESCALATORS (as the escalators DO NOT WORK DURING SET-UP and after closure of the show (next day).

TAKING EXHIBITS OUT BY HAND

WE WOULD ADVISE ALL PARTICIPANTS WHO CAN BRING THEIR OWN EXHIBITS OUT BY HAND TO USE THIS FORM OF TRANSPORT

Excess luggage is often MUCH cheaper than using a shipping company.

For customs purposes on entering the United States PLEASE STATE that the items carried are:

X PARTICIPANT IS ATTENDING THE ICFF – INTERNATIONAL CONTEMPORARY FURNITURE SHOW IN NEW YORK AT THE JAVITS CENTRE

X EXHIBITION SAMPLES ONLY WITH NO COMMERCIAL VALUE  

X WILL BE TAKEN OUT OF THE COUNTRY AFTER THE END OF THE SHOW

STORAGE OF PACKAGING MATERIALS

· There is no space for empty packaging on the aisles.

· However, ICFF provide free storage in their own warehouse

Empty boxes must be labelled by participants (labels can be picked up from GES Services on site), returned to ICFF storage and brought out again after official closure of the fair

We recommend that all packaging material be kept and stored for reuse  

ARRIVAL ON SITE

It is recommended that BEDG participants arrive on site during the day of

May 13th or May 14th LATEST 

to accommodate themselves with their stands

Dismantling 

SEE ALSO ICFF RELATED INSTRUCTIONS

Dismantling starts immediately after closure of the fair.

Participants can leave their ready packed boxes on their stands for collection by forwarding agents for return shipment 

PARTICIPANTS PLEASE NOTE: 

1) All boxes must be appropriately labelled for return 

shipment by shippers. Preprinted labels will be supplied on site 

· All items left in the USA must be listed

separately to allow customs to charge the payable import duties

· Participants must hand over this list to their

shipping company representative before they leave the fair 

· All repacking of goods (i.e. 2 boxes instead 

of 3) must be listed in writing and handed over to participants’ forwarder’s representative before leaving the stands at the end of the fair.

· Failure to do so will result in the 

consigment not being accepted for return shipment by the shipping company

EXHIBITION AND FORWARDING AGENTS

Some addresses for shipping companies to NY in addition to those recommended by the ICFF

(The BEDG DOES NOT accept any responsibility for these recommendations. However, the companies given below have been used by BEDG participants over a period of years without major problems.)

GBH Exhibition Forwarding Ltd.

10, Orgreave Drive

Handsworth, Sheffield S13 9NR

South Yorkshire

Tel 0114 269 3624/ Fax 0114 269 3624

Email mark@gbhforwarding.com
Contact:
Mark Saxton

24/7 Exhibition Services

Unit 6

The Courtyard

Nunhold Business Centre

Dark Lane

Hatton, Warwick CV 35 8XB

Tel 0192 6840140 / Fax 0192 6840340

Email: Colin@24-7exhibitions.com
Contact: Colin Stone

Bluebird Express

Couriers

17-18 Adlar Industrial Estate

Betam Road

Hayes Middlesex UB3 1FT

Tel 08706003939

Email: Mark@bluebird-courier.co.uk
Contact : Mark Grundy

These companies will receive the BEDG participants address list to contact  participants directly.

RISKS WHEN SHIPPING CONSOLIDATED

Participants should note that shipping goods in a so-called consolidated container can be very risky. If goods also shipped in this container are held in customs for whatever reason, NONE of the other consignments in this container WILL BE RELEASED until the goods in question are cleared. This can take hours, days, weeks or months. 

ACCOMMODATION & TRAVEL

BELOW THE ICFF OFFICIAL RESERVATIONS SERVICES FOR THE USA

Travel Planners

381Park Avenue South

NewYork, NY10016

Tel +1 (800) 221-3531 or in NY +1 (221) 532-1660 / Fax +1 (221) 779-6128

E: res@tphousing.com

We suggest participants do NOT use the listed UK companies but go direct to the US services  

Another good source for budget accommodation are the websites

www.hoteldiscounts.com 

www.bigapplehostel.com
For great information on NY access the website 

www.citysearch.com

· TIME OUT New York give excellent and very objective tips for hotels in all price levels
· An option for economy stays in NY are the YMCAs in Manhattan; one YMCAs also houses the NY Athletes Club and offers free access to the fitness facilities and swimming pool

The BEDG can recommend the 

Cosmopolitan Hotel in Tribecca 

Tel 001 212 566 1900/Fax 001 212 566 6909 

www.cosmohotel.com
The Cosmopolitan is a small modern hotel located two blocks beyond Soho. The hotel has no restaurant facilities but quite a few very nice healthfood restaurants and bars next door. It is about a 10 dollar taxi ride to the Javits, which can be shared by 2 – 3 people making this transport cheaper than any underground or bus 

Simon Warner recommends Hotel 17 in New York. He says it is basic but very nice. There is a shared shower/bathroom between two rooms. 

www.hotel17@worldnet.att.net 

BEDG participants have also stayed at the New Yorker (please see ICFF list), which is within walking distance of the Javits Center.

SHARING AN APARTMENT
Anorther option for accommodation can be the sharing of an apartment between particpants, which has proved highly successful in the past. Participants interested to look at this possibiltiy can check this via a brief email to the other participants on the address list. 

FLIGHTS

The BEDG does NOT make any flight arrangements or group bookings for participants, although we normally advise via email of good deals available 

Usually Trailfinders in London offer very good individual deals.

For longhaul travel please contact: 

Trailfinders

Tel 020 7938 3939/Fax 020 7938 3305

19 Kensington High Street London W8 7RG  

Trailsfinders Glasgow

Tel 0141 353 2224 

Glasgow Manchester

Tel 0161 839 6969

www.trailfinders.com

PRESS & PUBLICITY

BEDG 

The BEDG regularly produce their own publication for the ICFF contingent. The A4 card format folded into A5 contains a product image, participants’ emails and – if available – websites. These cards are distributed free of charge to visitors during the fair and sent out to our list of US journalists prior to the event. 

ICFF/GLM

George Little Management has – in the past – sent out 1000 copies of the BEDG publicity material free of charge to their selected mailing list as a particular courtesy to the BEDG contingent.  

BRITISH CONSULATE GENERAL – PUBLICITY DEPARTMENT

This information will also be sent to the Commercial UKTI Officer at the British Consulate General in New York and will be distributed through their own mailing list. 

ICFF – PRESS OFFICE 

Participants can put their own press folders into the ICFF press office. Please contact Tobin & Tucker at the ICFF. 

For contact details please refer to ‘Important ICFF direct contact details’ in this Manual

PARTICIPANTS’ PUBLICITY

The BEDG contingent is usually visited by all US and foreign journalists attending the fair

It is therefore advisable to have a selection of transparencies and/or CD-Roms available for press purposes. 

(Participants should note that NOT all papers and magazines as yet work with CD-Roms)

SPECIAL EVENTS

Separate ICFF GUIDE with all events will be available on arrival in New York

POSTFAIR PUBLICITY – ATO REPORT

The BEDG would be grateful to receive copies of participants’ press clippings from the ICFF and success stories/feedback on fair performance for its ATO Report required under TAP funding regulations. 

The completion of the UKTI questionnaire is OBLIGATORY for participants. 

The ATO questionnaire is important for the BEDG to monitor performance and improve services in case of need.

POSTFAIR MEETING

The BEDG advises that participants consider attending the post-fair meeting at the BEDG premises to discuss any further advice or assistance the BEDG could render with regard to follow-up activities for the US market.

· The postfair meeting is scheduled to be held in July/August 2008. 

· The date will be sent out by email to participants closer to the time.
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‘Consianee & Notify Parties. Consign & Notiy both Airand Ocean Shipments as follows.

Consignos:  Name of Exhibir Notfyparty:  Phoonix I Business Logistcs, .
Nar of Show 1201 Corin Stroet.
Narme of Exhibion Conler Eizaben, NJ 07201
Booh Numer AT Sally Mulkoen /908 355 8900

Al documents such as involcos and packing lists shoud accompany ar shipments and must arive with
the reight

US./Canadian Border Crossings
Canadian exhibitors seeking to export exibit materials 0 the U.S. should be aduised that U.S. Customs wil require
an IRS identication nurmber for the entry of these shipments o the U.S. f your organization does not have an IRS,
number, your U.S. Customs broker should have the capabiltyto fle and receive a terporary IRS number on your
behalf Failure to provide this number t the U.S. Broker at the border crossing wil resultin delays. Gearge Litle
Management cannot provide ther tax identfication number {o exhiitors a the Importer of record must be the
exnbito or  distibutor represerting the exnbtr. —

Exhibtor's expectng problems with border clearances should contact our recommended Customs Broker Phoenix
Interational Business Logistics, Inf. at 908-355-8900. For a fee, Phoori i prepared to clear your merchandise at
the border or in New York using thei IRS number as the ulimate consignee. Please contact them in advance o
discuss document requirements.

rictions on Wood Packing Materi
The United States Department of Agriculure (USDA) Animal and Plant Health Inspection Service (APHIS) has.
revised s import rguiaion for wood packaging materials (WPM), 7 CFR § 319, The fnalrule was effective
‘September 16, 2005 with full rforcement commencing on July 5, 2006.

“The regulation restricts the importation of many types of untreated wood artces, incuding wooden packaging
materials such as palles, rates, boxes, and pieces of woad used to SUpport or brace cargo. The regulatons.
currentl refer o these types of wood packaging material as soid wood packing materils, defined as “wood
packing material other than loose wood packing material, used o fo use with cargo to prevent damage, ncuding,
but notimited o, dunnage, crating, pallets, packing blocks, drums, cases, and skids.” Any WPM not meeting the
treatment specifications of ths rule will be immediately reported

The rul states that reguiated wood packaging materials must be marked i a visibe locaton on each artcle,
preferably on at least two opposte sides of the aticie, witha legible and permanent mark thatindicates that he
artcle meets the new requirements. Paper reatment certicates will continue t be acospted untl July 5, 2006.
‘Should you have any questions regarding the wood packing material used for your exnib, please consultyour local
Phoenix agent, in house freight forwarder,or packing and crating company. Additional nformation on this subject
an be found on the USDA Websit: htp:/wiw.aphis.usda govilpafssues wpm/wpm hml
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'Documents Required (Forward to Phoenix NJ)

Original Bills of Lading | Commerial Invoice / U.S. Customs Power of Attorey / Import Freight Information Sheet.
Power of atiomey and Impor Freight nformation Forms are enclosed. Both forms are aiso available on Phoenix's
website Phoenixlogistics.com.

Ocean Freight and Airfreight Shipments.

it imperative that alldocuments be issued in English only. Documents issued in other languages wil be
translated at the expense of the exhibitor.

The Commercial invoice must contin the following details:

« Complete name and address of the exhititor « Country of origin
+ Quantiy of each description of merchandiss « Individual and total price of each description
 Detailed description of merchandise « Total value of shipment

The commercial invoice should state the shipment consists of exhibition goods to be exhibited a a trade
showand whother the goods are for temporary or permanent importation. All goods intended to be sold in
the United States are subject to normal customs duty and taxes.

rn Transportation of Exhibition Goods
‘After the close of the exhibition, Phoenix's Trade Show Staff will be onsite at your disposalto take instructions for

the return transportation of your exhibition Goods to the counry of oigin or any ather destination of your choce.
Quotations may be obtained in advance from Phoenix by faxing your requirements.

‘Payment Conditions
Invoices for services rendered on inbound movements are payable prior to delivery of freight to the exhibiton center

through our designated agents or directy to Phoenix. Phoenix accepts cash, American Express or traveler's checks
Unless arrangements have been made through a Phoenix agent, payment is expected prior to Phoenix releasing the.
Shipment for delivery to show sit.

Torms of Freiaht Acceptance
Al freight shipments must be shipped to the U.S. on a prepaid basis. Any collect charges willbe paid by Phoenix on
Your benalf and invoiced at cost plus a 15% outiay fee.

Terms and Conditions of Servi
‘Al business undertaken by Phoenix Intemational Business Logistics, Inc. is subject to the terms and conditions of
service as recommended by the Freight Forwarders and Brokers Assodiation, Inc. Text avalable upon request.

x I for Arrival in US.

i order to assure timely elivery to show sit, freight and documents must arrive in the U.S. between 8-10 days.
priorto your move in date. A late surcharge will be applied to all shipments artiving within 5 working days of the
show set-up.
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NBUTTING INC. i s Copvenon comer
. . May 17-20, 2008
EXHIBITOR LIABILITY INSURANCE
e
ADMINISTRATION

2 Insurance Bocomes Effective Upon confrmato from John Buttne e
Booth latiky appics orlase datos of ovent (ay 14-21, 2008)
3. Noto Plossa cal fora capy of ho oty arms and condons.

APPLICANT INFORMATION (PLEASE PRINT CLEARLY OR TYPE)

CompanyName: __________________________ GoonNumber_

ApplcartNome:_ e

Teephone: Fac
Emai Adcress:

Booth AdviyDescrtion:

Havo you had any osses nthe past s yoars? No___ Ifyos, peaso provido dtals of llsses, cams &

ncident:

PAYMENT INFORMATION

Pyt must ccompany e ppicaton. o ccapt is nd MasterCord. e DO NOT accagt Amrican Expms.
Chscks e acmped ks US i, Inacnsions ik s Stjoctio an adston .

Toto AmourtDue: S ___ vea Mastorcar Chock ondosed
CrodtCaraNumbors _____________________ Exrslon Date -
OMgAdess
O Swe_______ ZpCode________ County

Nams on Credt Carc: _

Cardholdor Sinatre:
Send Application and Payment to:
Buttine Underwriters Purchasing Group, LLC
125 Park Avenue, third floor
New York, NY 10017
o Fax 10 212.504.8084
Any Questions, Please Contact: Kendra Reilly at 212.697.1010 ext 49 or kar@buttine.com.
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ShowDown® Exhibitor EVENT CANCELLATION INSURANCE APPLICATION
Tradeshows | Conventions / Mestings / Exposiions / Consumer & Public Events
APPLICANT INFORMATION (PLEASE PRINT CLEARLY OR TYPE)

1 Namo &across of organizaton appingfo nsurarce

2 A yous mombarof TSEA? Yos TSEA Number
FOR QUESTIONS 3.3 PLEASE CHECK YES O NO;
3 Wil your booth be outdoors andior under canvas? YES___NO
4 Willyour booth require any uniqus instalation andior constructon work? YES___NO
5 Have you made all necessary arangements o atend the event? YES___NO
6 Have allnecessary lcenses, visa, and/or permits boan oblained and have all
contractual arrangements boen confirmod in writing? YES___NO
7 Have you ever sustained an insured loss? YES___NO
8 Is the applcant awaro of any circumsiances, actual orthrealened, that may
possibly result i a claim under this insurance? YES___NO
LIMIT/ PREMIUM OPTIONS (PLEASE CHECK ONE)
T PREMIUM (INCLUDING TAXES & FEES)
ISEAMEMBER ~NON-TSEAMEMBER
) $10,000 sts0 s250
) $25,000 325 450
o $50,000 5600 s750
0 s Roferral Reforral
DISCLAIMER

70 st oy oW okl AL oI 118 SFPICAUS, B! O N 1 1k, o a1 e 1
i ary o acks. | udasa it - scasures o seprsertatn of 3 ek i e s company 100

e et o ht S 4 Appcate doas o e 1o compale 1 e bk a7 1t i o0 s
P b Ssund s Aoplcaion and o stawments made feren sl fom o sas of o e,

PRINT NAVE _ EnAL

SIGN NAVE _ PHONE#_

Time DATE

‘Send Application and Payment t
John Buttine Inc.
125 Park Avenue, third floor
New York, NY 10017
or Fax 10 212.504.8084
Any Questions, Please Contact: Kendra Reilly at 212.697.1010 ext 49 or kar@buttine.com.

Application MUST be submitted at least TWO weeks prior to Event Start Date.
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ShowDown® Exhibitor EVENT CANCELLATION INSURANCE
“Tradeshows | Conventions / Meetings | Expositions / Consumer & Public Events

FREQUENTLY ASKED QUESTIONS
What is ShowDown® Exhibitor Event Cancellation Insurance?

‘ShowDown® Esibitor Event Cancelation Insurance has been designed exclusively for exibitors t radeshows,
convenitions, meetings, exposiions, consumer & public Everts 10 provids inancial potecton for the Extibior f their
boothis nble tobe cpened or sty open.

How do | purchase ShowDown® Exhibitor Event Cancellation Insurance?

Ths polcy can be purchased by completing th simpls oe-page applcation on-ine at i butine com or by
Gownloading andfaxing t0212-504-3084

When Should | purchase ShowDown® Exhibitor Event Cancallation Insurance?

We recommend thatyou purchase ShowDown ® Exhibitor Event Cancallation Insurance as soon as possbie or
‘when you sign up foryour extbit space. The cost s the same whether you buy 14 days in advance or 200 days i
advance. The socner youbuy, the more days of coverage you receive.

What types of losses doss ShowDown® Exhibitor Event Cancellation Insurance cover?

iprovides coverage for many unexpectad costs, expenses andior commimeris that an exhibitor may incu. | the event

is cancelled, postponed, iterupted orrelocated the polcy wil respond. In adiion, f you are unabie o open or keep

pen your bocih due o physicalloss andior camage 1 your exhibt,lte o non-ariva o exhibis, accidentorliness o

akey business patner orfamily member, andor severe weather condiions,the palicy aso responds. Terrrism i lso
omatcaly provided.

Will ShowDown® Exhibitor Event Cancellation Insurance provide coverage if the weather forces the
event to be cancelled or postponed?

Yes, ShowDown® Exhibitor Event Canclation Insurance wil proids corerage i the westher condlns are
extreme enough fo prevent the event rom taking place. Al Expenses and Exira Expenses that you ncur are covered.

Will ShowDown® Exhibitor Event Cancellation Insurance provide coverage if Key Employee or
Business Partner suffers an accident or iliness?

fyouare unabe 1o open orkesp open your booth or space due o accidert o lness of Key Employes or Key.
Bushness Partner he polcy wil respond.

What happens if my booth is damaged or lost?

fyou booth s damaged o ot resulling ith you being unatie o open of keep open your exhliton sand or spaceat
the event the policy wl pay or these expenss

Howlong does it normally take to resolve a claim?

Ifthe paperwork and documeniatin are readily availabl, then a clim wil be setied prompty.




