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Ref: 2" Package/HKISF2025

Exhibitor Package for Hong Kong International Stationery and School Supplies Fair 2025

Dear Exhibitor,

Thank you for your participation in the Hong Kong International Stationery and School
Supplies Fair 2025.

Please note the items listed in your exhibitor package and read them carefully.

If you have any questions, please feel free to contact our colleagues. Thank you for your
attention and wish you every success in the Fair.

Hong Kong Trade Development Council
Messe Frankfurt (HK) Ltd
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Contact Person B8 A

Tel £5F, Fax 5 EH

Email EE}

Hong Kong Trade Development Council HEESEREE

T: (852) 2240 4029
Mr. Ben Ng fh/8E Fc4E ben.cy.ng@hktdc.org
F: (852) 3521 3108
. T: (852) 2240 5825 _
Ms. Ailsa Chu k= /)\iH ailsa.kh.chu@hktdc.org
F: (852) 2169 9734

Messe Frankfurt (HK) Ltd JAZE=ERE(FE)AR AT

Mr. lan Hui FF 48T /o4

(852) 2238 9973
(852) 2598 7887

ian.hui@hongkong.messefrankfurt.com

Mr. Don Chan [RZXR 48554+

T:
F:
T: (852) 2238 9219
F: (852) 2598 7887

don.chan@hongkong.messefrankfurt.com

Exhibition Halls: Hall 5B
fREREREEE 5B

Fair Date Opening Hours Buyer Registration Hours
REEH R BB BERERKE

6 — 8 January (Mon — Wed) 9:30am — 6:30pm 9am — 6pm

1H6Z8H (EH—2=) |LFIBONETF6RION | EFIRBERTNF6MRIE

9 January (Thu) 9:30am — 5:00pm 9am — 3:30pm

198 (2HM) LF ORI NEFFSHIE FFOREZEFF 3/ 305

Note: Exhibitor can apply vehicle permit for move-in and move-out via “GO HKCEC” app.
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Exhibitors’ Manual and Order Forms Electronic Version
(Submission deadline for additional facilities: 25 November 2024) Circular 1

SEBFM - BIRERRIBRBREEFRAE WL 1
(BESMREIER AR A LE B HA - 2024 & 11 B 25 H)
Exhibitor Check-In Arrangement Circular 2
BAZEEBES SN IZHF BE 2

Location of Hong Kong International Stationery & School Supplies Fair 2025 Circular 3
BEBHERYEKZERME 2025 (IEE s 3

Reminder on Move-in & Move-out Schedule and Rate of Over-time Charge Circular 4
ARAEE RS E KBRS WE BE 4

Special Move-in and Move-out Arrangement Circular 5
HEBE R EE R B L BE K mn BIEE AR 75 BE5

Move-out Regulations Circular 6
BIEE AR Al HE6
Points to Note / New Measures on Custom-Built Participation Circular 7
REZSEMERAOEIESE wE7

Alteration of Standard / Premium Booth Structures (Deadline: 25 November 2024) Circular 8
BITEUEEE/ FHREARN (BiLEBHH : 2024 F£ 11 H 25 H) w58

Charges on Vehicles with Extended Stay During Move-in & Move-out days Circular 9
B R M A EE B HRF BB RE N E BE9
Safety Regulation on the Use of Trolleys Circular 10
CERFHEZZAR BE10
Fair Notices Circular 11
REBE HE 1
Special Circular 1: e-Badge for buyer Special Circular 1
CERIBE 1 EXEFALE ¥Rl E 1
Special Circular 2: Green Tips to Exhibitors Special Circular 2
I 2RBZE/NELT FFRlEE 2
Special Circular 3: Important Notice on Insurance Special Circular 3
RIBEAERETESIE RIBE 3
Special Circular 4 . Parking Space Reservation Form Special Circular 4
|EBIBS 4 EREESETERE TR 4
Special Measures on Intellectual Property Protection Appendix 1

" | B R RE AN E IRV IE N P44 1
Notice on Electricity supply / Fair System & Furniture Appendix 2
CEAOME - BAIAEREXERES B4 2
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Guidance to Custom Built exhibitor for on-site usage of electricity Appendix 3
| 2RBEIRGERENESI B4 3
Caution on Fraudulent Emails Appendix 4
REZREBE/NMMEEEFE BB B4+ 4
Go HKCEC User Manual Appendix 5
| ERRESTFRIERENERFM ff4 5

SME Export Marketing Fund Appendix 6
NS EERES fif4+ 6
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Circular 1 — Electronic Version of Exhibitors’ Manual and Order Forms

BE 1- ETHREREFM - BINRERRIFHFRE

Hong Kong International Stationery & School Supplies Fair 2025 has launched the electronic version of
Exhibitors’ Manual and Order forms. Exhibitors may click on the following links to view the Exhibitors’
Manual and Order Forms for additional facilities and services.

HEERXERBZERME 2025 CHLEFRSRERBFMABEINLI KRB PHERE - SRE IR
NEFEAFBHERNENSBRMREL @I NERSRSREBFM - FEINRIEKRFBPBRE -

Exhibitors’ Manual 2 E&F

English: https://www.hktdc.com/event/hkstationeryfair/en/exhibitors-manual
01 3: https://www.hktdc.com/event/hkstationeryfair/tc/exhibitors-manual

Order Forms for Additional Facilities and Services Z8%Ms& 5t B IR FE ER B R AIE

English: https://www.hktdc.com/event/hkstationeryfair/en/additional-facilities-services-order-form
0 3: https://www.hktdc.com/event/hkstationeryfair/tc/additional-facilities-services-order-form

For other deadlines, please refer to the checklist. BEEMEBFRNWEIBHFARSESEE -
English: https://hkstationeryfair.hktdc.com/pdf/2025/Manual/EN/1.pdf
3 : https://hkstationeryfair.hktdc.com/pdf/2025/Manual/TC/1.pdf



https://www.hktdc.com/event/hkstationeryfair/en/exhibitors-manual
https://www.hktdc.com/event/hkstationeryfair/tc/exhibitors-manual
https://www.hktdc.com/event/hkstationeryfair/en/additional-facilities-services-order-form
https://www.hktdc.com/event/hkstationeryfair/tc/additional-facilities-services-order-form
https://hkstationeryfair.hktdc.com/pdf/2024/Manual/EN/1.pdf
https://hkstationeryfair.hktdc.com/pdf/2024/Manual/TC/1.pdf
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Circular 2 — Exhibitor Check-In Arrangement

Please be informed that the Exhibitor Check-in Counter for the Hong Kong International Stationery & School
Supplies Fair 2025 will be located at the Hall 5B Entrance on 5/F of the Hong Kong Convention & Exhibition
Centre. In order to avoid a long queue waiting on the check-in day, the following measures will be

implemented:

1) Exhibitors are required to bring along the enclosed Exhibitor Check-In Form with business card and
proceed to the “Exhibitor Check-In Counter” any time between 10am — 6pm at the Hall 5B
Entrance on 5/F of the Hong Kong Convention & Exhibition Centre on the move-in day (5 January
2025) to collect the booth curtain and important on-site circulars.

For details, please feel free to contact Mr. Ben Ng at (852) 2240 4029

BE2- ARSEBESERLZLH

HEBRNERBZEAMRE 2025 Z2RBESECBURRNREEEEZRET L B READ - BRDVESR

BRES BB RIENEE - AERJERMU N2

1) 2EBUMHE2025F1HB5HEFI0RETF 6 K ZAURERN - B EZ2EBES SRR

PEER IER BEEERETO B EEAN REY "SRABEREN ., JHEESSTFE IR

N EEBUHRREEBESSE -

=AU - FRE (852) 2240 4029 B thIRE S A B4k



Ref: 2nd PaCkaqe/HKISF2025 —;__ / Hong Kong International
p= // Stationery &
‘ﬁi School Supplies i

ERABBRYARREEALRR | EPLUS

6 -91/11/ 2025

Exhibitor Check-In Form

SREESERR

Welcome to Hong Kong International Stationery & School Supplies Fair 2025. Please fill in your
company information below and bring along this letter and your business card to the Exhibitor
Check-in Counter for collecting booth curtain and important on-site circulars. The location and
opening hours of the check-in counter are listed as below.

Date : 5 January 2025 (move-in day)
Time : 10am to 6pm
Location : Hall 5B Entrance, 5/F

Hong Kong Convention & Exhibition Centre

In case you find any error in your information in the fair catalogue, please report it to the Fair
Management Office (G501, L5) before 8:00pm on 5 January.

We wish you every success at the fair.
BIZnNaEsERXERE2EBHGE 2025 - EiF S EXLMNER - THEEHERRKETRA

REEHD "SRFEREML. WWEESERTFE  FHRCHERERREZERES -'2EB
SRCIENI 0 RYRRNEG & At RA N

HER - 2025 F 1 H5H (#8H)
R EFF1I0ORBENG6F
s BEZEREPL51E5BREEAL

EoMEIRAGH TR STWERBR BHER 185 H N 8 FarBEMR EMHEISE (G501
=, 518) WESE -

W BEISEMI |

Company Name AF]&ZE:

Booth No. [EB&4RSE:

Contact Person E#& A

Contact no. B8 EaE:

Signature #H&:




Ref: 29 Package/HKISF2025

2 /) Stationery & .
\’{ School Supplies rr E |_)|_US

ERBBRXARREEARR

6 -9/1/2025

Circular (3) — Location of Hong Kong International Stationery & School
Supplies Fair 2025
B (3)-2025 HAEEYAEREEARRAEH

Hong Kong International Stationery & School Supplies Fair will be held from 6 — 9
January 2025 at Hall 5B, location is shown in the floorplan below.

EARABERCARBERARAREHR 2025 51 B 6 HZ 9 AEEHEFHRREP L 5B RERIT,

NEEM B
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Circular 4 — Reminder on Move-in & Move-out Schedule and Rate of Overtime
Charge for Move-in & Move out

Please kindly note the below move-in and move-out schedules of Hong Kong International Stationery &
School Supplies Fair 2025:

Custom-built Standard Booth &
Participation Premium Booth
. 4 Jan 2025 1pm — 10pm
Booth construction | - 50oc 9am — 1pm N/A
10am — 8:30pm

Booth decoration 5 Jan 2025 All booths must be fully decorated by 8:30pm

Please refer to schedule as shown on the

Move-in exhibits 5 Jan 2025 Vehicle Permit

Please refer to schedule as shown on the

Move-out exhibits 9 Jan 2025 Vehicle Permit

Termination of 6 — 8 Jan 2025 7pm

booth electricity 9 Jan 2025 6pm

Booth dismantling

including additional | 9 Jan 2025 8pm — 12midnight N/A
lighting

2.1 Exhibitor’s Access

To allow preparation work for Exhibitors during fair period, the exhibition hall will be opened for
Exhibitors at 9am (except for the first day of the exhibition which would be opened at 8:30am). All
exhibitors are reminded to wear exhibitors’ badges when entering the exhibition hall. No
exhibitors under 18 will be admitted.

2.2 Over-time Penalty claimed by HKCEC
Exhibitors and/or their appointed contractors shall follow the move-in/out schedule. If the exhibitors
or their appointed contractors work after 2400hrs on 4, 5 and 9 January 2025, they shall pay to the

Organisers the over-time penalty claimed by HKCEC against the Organisers. The rate of the
over-time penalty for individual hall is listed on Section 5.2.4

If you and / or your appointed contractors work after 12:00 midnight on move-in and move-out period, you
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shall pay the Organisers the overtime penalty claimed by Hong Kong Convention and Exhibition Centre
(HKCEC) against the Organisers as follows:

[)  Charges for overtime move-in i.e. working after 2400hrs (midnight) during move-in period. Charges
will be calculated on multiple of hours and according to the stand area assigned.

Stand Area Charges per stand per hour
Up to 20 sqm HK$ 2,990
21~50 sgm HK$ 4,310
51~100 sgm HK$ 5,860
101~500 sgm HK$ 7,200

II) Charges for overtime move-out *i.e. working after 2400hrs (midnight) on the last show day. Charges
will be calculated on multiple of hours according to its stand location.

Location Stand dismantling | Stand dismantling / Waste clearing
From 0001 hrs From 0301 hrs
Hall 5B+C | HK$ 54,350 HK$ 108,700

* 1) Charges for reference only. Subject to the final rate charged by HKCEC.
2)  Over-time work less than an hour will be rounded up to one hour.

Please complete your booth construction, booth decoration and booth dismantle on time to avoid
unnecessary penalties.

Thank you for your cooperation.
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Circular 5 - Special Move-in and Move-out Arrangement

Special traffic arrangements will be implemented to minimize pressure to traffic caused on the move-in day (i.e. 5
January) and move-out day (i.e. 9 January) of the Hong Kong International Stationery & School Supplies Fair
2025. These measures would be beneficial to both our valued exhibitors as well as the general public. Exhibitors are
recommended to pay attention to the details of the arrangement as below:

Special Move-in Arrangement (5 January 2025) / Special Move-out Arrangement (9 January 2025)

Move-in

L 4

Based on the designated time on the Vehicle Permit issued by Organisers, exhibitors who use large vehicle / lorry /
light goods vehicle for move-in are required to queue up at the Vehicle Marshalling Area in Kwai Chung before they
go to Hong Kong Convention and Exhibition Centre (HKCEC). (Enclosed the location map of the marshaling area).

¢ ATrip Ticket will be issued to drivers at the Vehicle Marshalling Area in Kwai Chung.

¢ Lorries / vans will only be allowed to enter the HKCEC loading area via Expo Drive or Convention Avenue within 2
hours with a valid Vehicle Permit issued by Organisers and a Trip Ticket issued at the Vehicle Marshalling Area.

¢ \ehicle Permit and Trip Ticket are NOT required for exhibitors who use private cars / taxi for move-in. Exhibitors
can unload their goods only at the Expo Drive Entrance / Harbour Road Entrance. NO waiting or parking at the
HKCEC area is allowed.

Move-out

¢ Drivers are required to queue up at the Vehicle Marshalling Area in Kwai Chung. The Vehicle Marshalling Area will
open from 2pm until all the move-out activities have finished.

¢ Drivers can drive to HKCEC after successful scanning at the Vehicle Marshalling Area.

¢ After 8pm, the drivers can come to HKCEC loading areas with a valid Vehicle Permit issued by Organisers and a

Trip Ticket issued at Vehicle Marshalling Area

According to the traffic conditions, the police may implement traffic diversions
at the vicinity of HKCEC on the move-in and move-out day.
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Location of the Vehicle Marshalling Area in Kwai Chung
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Circular 6 — Move-out Regulations

Please note that many buyers have to utilize all opening hours in the 4-day event to schedule and complete their
visits at the Fair. We have received several complaints about exhibitors who had removed all exhibits well before
the official closing time. In order to maintain a good image of the Fair including exhibitors’ professionalism, and to
protect all exhibitors and buyers as well as their interests, move-out of exhibits is prohibited before the official
closing time — 5p.m. on 9 January 2025. According to clause 46 in the exhibition regulation listed on the
Application Form — no stand or exhibits shall be dismantled or removed before the official closing time. Our staff will
conduct on-site spot-check in the afternoon on 9 January 2025; those exhibitors who violated the captioned rule will
be served a warning letter. It may affect the booth selection priority and location at future editions of the Fair for
those exhibitors who violate the rule. In addition, the Organisers reserve the right to reject their future participations

at the Fair. Grateful for your understanding and cooperation.

BE 6 — HEERA

EMEBBEZEIAVERRAFESRBREFHERE  FEEBENZSEHHE - B /REREGRZER
SEENREFER URREMBERAAERNI G  FIE2EABRRN2025F1HIBHTF 5K
AIEEMBEES  SRPFEANRESRAZE 46 15 - BIRREENEREERE - JolicEm -
FRZSRBBEUVEST - TPEERSR 2025 F£1 B9 B MPIRBHRZRE - NRBREENR - TIEE
RERREESE - WRIETEERRE NESREZERUNKY  BEFEERUME - IG5 - =P
BRBREREEREOTRSRZEN - HFEZSRBRENSIE -

\\



Ref: 15t Package/HKISF2025

= / Hong Kong International
= // Stationery &
"—{ School Supplies rar

EREBRXARREAGR

EPLUS

6-9/1/2025

Circular 7 — Points to Note / New Measures on Custom-Built Participation

In order to enhance the overall safety and efficiency of the fair, new measures regarding
custom-built stands have been implemented. Please pay attention to the summary as follow and
refer to section 5 of the Exhibitors’ Manual for details.

Secti Items
on

4.2 | Information submission

Please note the deadline for submission of Custom-Built Participation Contractors’
Information (Form 1), construction drawings, lighting distribution plan, site work deposit
and insurance copy. Otherwise, a late charge of HK$3,000 (US$400) will be charged to
the Exhibitor or its appointed contractor.

Submission of “Structural Safety Certificate”, Documentary Proof of Fire Services
Compliance and “Certification of <Electrical> installation, inspection & testing” (Form
WR1) are also required.

4.2.2 | Site work deposit

Calculation based on HK$300 / US$40 per sqm. For two-storey construction stand, the
site work deposit is doubled. Minimum and maximum deposit amounts are HK$5,000
(US$667) and HK$75,000 (US$10,000) respectively.

4.2.3 | Contractors are required to carry out and maintain public liability insurance in a sum not
less than HK$10 million for any single claim, unlimited in aggregate. The insurance
should be maintained in force at all times during the move-in period, exhibition period
and move-out period, i.e. 4 - 9 January 2025

4.2.4 | Hall rental charges for over-time move-in and move-out

4.2.5 | Maximum stand height for Two-Storey Construction is 5 metre;
Maximum stand height for Single-Storey Construction is 4.5 metre
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4.2.6

Submission of Structural Safety Certificate, Structural Calculations and Documentary
Proof of Fire Services Compliance

= 4.5mH or
>2.5m & <4.5mH two-storey construction

(Regarding Booth Height | (Regarding Booth Height

Limitation, Pls refer 4.2.5) | Limitation, Pls refer 4.2.5)

Stands &
temporary structures

Stages or platforms >1.1m & <1.5mH =1.5mH
Suspended !lghtmg truss <100 kg > 100 kg
& equipment

Self-standing speakers and/or

<2. >2.
lighting towers Sm om

Verify stability of design
Authorized Person/ drawings & endorse
Registered Structural Engineer structural calculations
(AP/RSE) should be deployed to Supervise construction works at site; verify stability
after completion by issuing structural safety certificate

Verify stability of
design drawings

Submit design drawings
to Organisers by 25 November By email
Submit by dropping into
the collection box at
Technical Services Counter
by 1500 hrs on 5 January 2025
Submit to Official Electrical
Contractor by 1500 hrs on

5 January 2025

1. Structural safety certificate (refer to section 4.2.6)
2. Fire Services certificate (submit upon request)
(refer to section 4.2.8)

Certificate of installation, inspection & testing
(Form WR1) (please refer to section 4.2.7)

Any alterations after drawing submission should be addressed to the Organisers and
relevant parties for review.

** Failing to provide the required certificate and form by 2200 hrs on last move-in day will
result in prohibition all access to the stand/suspension of electricity supply throughout the
fair period.

Exhibitors must accept full responsibility for the safety of the Stand, as Construction Sites
(Safety) Regulations (Chapter 59) is applicable.

An Authorised Person can either be a Registered Architect (AP-List |), or a Registered
Structural Engineer (AP-List Il), or a Registered Building Surveyor (AP-list Ill). An
Authorised Person is legally defined in the HKSAR Buildings Ordinance Chapter 123.
For AP/RSE registry, please visit
https://www.bd.gov.hk/en/resources/online-tools/registers-search/registrationsearch.ht
ml?reg_type=RSE.



https://www.bd.gov.hk/en/resources/online-tools/registers-search/registrationsearch.html?reg_type=RSE
https://www.bd.gov.hk/en/resources/online-tools/registers-search/registrationsearch.html?reg_type=RSE
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Documentary Proof of Fire Services Compliance

In compliance with the Venue’s Rules & Regulations, all construction and decoration of
stands (including but not limit to drapes, curtains, fabrics, banners, backdrops) must be
non-combustible, inherently non-flammable or durably flameproof and may be inspected
by authorized personnel of Venue Operator or the Hong Kong Government to verify
compliance. As such, relevant documentation relating to fire tests, flame tests, fume tests
and other similar tests which may be required by the relevant legislation and regulations
should be available upon request.

Alternatively, these items shall be brought up to any of those standards by treating with a
fire retardant paint or solution acceptable to Director of Fire Services. The work shall be
carried out by a Class 2 Registered Fire Service Installation Contractor and a certificate
(FS251) to this effect from the Exhibitor / Contractor shall be submitted to the Organisers
upon request, as documentary proof of compliance.

Please refer to

https://www.hkfsd.gov.hk/eng/fire protection/licensing/premise_type.html for details.
For Registered Fire Service Installation Contractor registry, please Vvisit
http://www.hkfsd.gov.hk/home/eng/source/FSIC list eng.pdf.

4.2.7

Electricity
In compliance with the Electricity Ordinance (Chapter 406) Electricity (Wiring)

Regulations, all electrical installations, inspection and testing must be carried out by a
registered electrical worker together with a registered electrical contractor. “Certification
of installation, inspection & testing” (Form WR1) should be submitted to the Official
Electrical Contractor by 1500 hrs on the last move-in day, i.e. 5 January 2025.



https://www.hkfsd.gov.hk/eng/fire_protection/licensing/premise_type.html
http://www.hkfsd.gov.hk/home/eng/source/FSIC_list_eng.pdf
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4.2.8

Fire Precaution / Fire Service Certificate

In compliance with the Venue's Rules & Regulations, all construction and
decoration of stands (including, but not limited to, drapes, curtains, fabrics, banners,
backdrops) must be non-combustible, inherently non-flammable or durably
flameproof and be in accordance with all applicable fire prevention and building
regulations. Authorized personnel of Venue Operator or the Hong Kong
Government may need to inspect and verify its compliance.

A documentary proof of compliance for all Custom-built stands with the use of
combustible materials shall conform to any standard acceptable to the Director of
Fire Services; or shall be brought up to any of those standards by treating with a fire
retardant paint or solution acceptable to Director of Fire Services. In the latter case,
the work shall be carried out by a Class 2 Registered Fire Service Installation
Contractor and a certificate (FS251) to this effect from the Contractor shall be
submitted to the Organisers upon request.

Fire services certificate should be certified by Registered Fire Services Installation
Contractors. For the List of Registered Fire Services Installation Contractors, please
visit http://www.hkfsd.gov.hk/home/eng/source/FSIC list_eng.pdf.

Hay is strictly prohibited to use at the venue, regardless with or without fire proof
treatment.

For all construction with two-storey construction, at least one functional extinguisher
MUST be placed at a conspicuous spot within the assigned area during the
construction and show period for safety reason. One functional extinguisher is
recommended for all construction with wooden materials too.

Based on the rules & regulations which announced by Venue Operator, all the
ceiling cover by fabric (No matter partly OR fully covered), booth contractors are
required to fill-in and submit the Fabrics Testing Application Form with fabrics
sample (size must be 1m x 1m). The submission must be addressed to Venue
Operator at least one month before show for fire retardant and water-permeable
testing. Also Certificate of Fire Services Installations and Equipment (FS251) must
be submitted on or before 3pm on exhibitor’'s move-in day. (that is 5 Jan 2025).

Venue Operator has the sole right to determine the fabric test result and prohibit
any parties from installation of fabric ceiling cover on booths within the venue if this
rules & regulations is violated.

Please feel free to contact the Event Planning & Co-ordination Team of the Venue
Operator at hkcecepc@hkcec.com or (852) 2582 8888 should you need further
assistance.

429

Reflective Vest

All Licensees and person requiring admission to the Licensed Area for any reasons
in connection with building-up or breaking-down of exhibition stands or for any
activities will require wearing Reflective Vest.

4.2.10

Scaffold & Ladders
Using ladders of height exceeding 2 meters at the public circulation areas (i.e.
Concourses of Hall 1, 3, 5; Convention Foyer, Grand Foyer etc) is strictly prohibited



http://www.hkfsd.gov.hk/home/eng/source/FSIC_list_eng.pdf
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in the HKCEC. Failing so, the user will be asked to leave the Exhibition premise
immediately.

All construction/dismantling work at these areas should be carried out by using high
reach equipment (e.g. scaffolding, evaluated working platform etc...). The scaffold
should not be used on a construction site unless Form 5 (Scaffolds-Reports of
Results of Fortnightly or other inspections report) has been made by a competent
person. This form should be displayed in a prominent location of the scaffold which
specifies the location, extension of the scaffold on the site and includes a statement
to the effect that the scaffold is in safe working order, strength and stability. In
addition, workers are required to wear safety belt while construction activities are
carried out over 2 meters height or above the ground. For further details, please
visit the website at http://www.labour.gov.hk/eng/public/content2 8b.htm for the
Code of Practice for Metal Scaffolding Safety.

If this rule is still not observed, HKTDC, MFHK and/or the Venue Operator will have
the rights to suspend the relevant construction activity immediately.

According to HKCEC new implementation, all ladders must be certified whatever
materials used, and the certified label is visible on the ladder. For further details,
please visit the website at:
http://www.oshc.org.hk/oshc_data/files/bulletins/ibsh/2016/E%20M%20Bulletin%20
(Issue%2039).pdf for the Selection of Ladders and Safety Standards.

4.2.12 | Waste Reduction and Recovery Measures
In accordance with the Waste Disposal (Chemical Waste) (General) Regulation,
Hong Kong Convention & Exhibition Centre has been approved as a waste
producer for disposing mercury lamps. Nine recycling bins have been placed at
G/F opposite to Design Gallery, Hall 1AC loading area, Hall 3CEG loading area and
Hall 5CEG loading area.

4.2.13 | Construction Industry Safety Training Certificate
All stand fitting contractors must acquire Construction Industry Safety Training
Certificates (“Green Card”) qualifications and have it properly displayed when
working at HKCEC. HKCEC's security reserves the right to refuse entry or remove
personnel for those who fail to provide valid credentials.
Please feel free to contact the Event Planning & Co-ordination Team of the Venue
Operator at hkcecepc@hkcec.com or (852) 2582 8888 should you need further
assistance.

4.2.14 | Requirements must be complied with by the Exhibitor and his / her appointed
Contractor

4.2.15 | Deduction of site work deposit



http://www.labour.gov.hk/eng/public/content2_8b.htm
http://www.oshc.org.hk/oshc_data/files/bulletins/ibsh/2016/E%20M%20Bulletin%20(Issue%2039).pdf
http://www.oshc.org.hk/oshc_data/files/bulletins/ibsh/2016/E%20M%20Bulletin%20(Issue%2039).pdf
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We believe that you and your appointed contractor(s) will support us in this initiative in creating a
safer working environment. To ensure a full compliance on the above rules, we will penalise
offenders by refusing their participation in our future fairs, and forfeiting totally the site work
deposits lodged with us.

For queries, please feel free to contact Ms. Manvy Chan at email manvy.wm.chan@hktdc.org or
Tel: (852) 2240 5471.

Thank you for your kind understanding and co-operation.

Hong Kong Trade Development Council
Messe Frankfurt (HK) Ltd
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Circular 8 — Alteration of Standard / Premium Booth Structures

We

would like to draw your attention that alteration of standard booth structures is strictly prohibited by the

Organisers as shown in the following exhibition rules and regulations Section 5.1 (also stated in the Exhibitors’
Manual):

5.1.

Standard / Premium Booth
All Standard / Premium booths are designed, erected and decorated by the Organisers. Facilities provided
include partitions, company fascia, table, chairs, display shelves, cabinets, spotlights and carpet. The
Organisers reserve the right to make changes on the facilities provided at any time before the
commencement of the Fair. Main switch and distribution board may be required to be installed within booth
area at the Organisers’ discretion.

Fascia Board with company name will be provided free of charge. Exact wording of company name (English
lettering) as supplied in your application form will be used. An exhibitor occupying a booth at the corner /
peninsular / island site has a choice to close its open side(s) with panels before the specified deadline.

Exhibitors are not allowed to make any alterations to the structure of the booths or remove any integral parts
from the booths at their own. Exhibitors requiring special assistance to relocate or delete standard facilities
should submit their request using the Form 2 in “Order Forms and Submission Forms” to the Organisers
no later than 25 November 2024.

Deletions of standard items are free of charge only if the Organisers are notified no later than the deadline of
25 November 2024.

Standard / Premium booth exhibitors must adhere to the following:
(1)  No additional booth fitting or display may be attached to the shell booth structure.

(2) No tapes, stickers, graphics, nails or fixtures of any kind are allowed to be affixed to the partitions, floor
or ceiling. Exhibitors are liable to any damage caused to their booth fixtures and fittings at the Fair and
the Official Contractor reserves the right to claim the cleaning cost if these items are not removed at
the end of the Fair.

(3) No items may exceed a height of 2.5 metres or extend beyond the boundaries of the booth allocated.
These include but not limit to fittings, exhibits, company names, advertising material logos, inflatable
brought along by the Exhibitor.

(4) All exhibits stand materials and the like shall be removed immediately after the closing of the Exhibition
according to arrangements and within the time limits specified by the Organisers. Any exhibits or stand
materials left behind at the Exhibition Venue shall be deemed abandoned. Exhibitors are liable for the
disposal expense so incurred by the Organisers.

(5) If any booth which differs from the approved specifications or does not confirm to the Organisers’ rules
and regulations, the Organisers reserve the right to alter or remove without prior notice at the
Exhibitor’s / Contractor’s own expense.

(6) Installation of electrical equipment, including lighting fixtures, must adhere to the Electrical Regulations
of Hong Kong Electricity Ordinance stringently. Exhibitors are prohibited to install any sub-standard
fittings or wirings, which compromise the electrical safety standard.

(7) If Contractor needs extra electricity, they should order from the Official Contractor and pay for the extra
cost. Any illegal electricity wiring connection or any inadequate connection order will be charged for
the price difference plus on-site surcharge and the site work deposit will be deducted.

Exhibitors will be requested to remove all the self-made structures and materials immediately upon request and
the Organisers reserve the right to terminate your future participation in the Hong Kong International Stationery &
School Supplies Fair should we found any violations of the above rules and regulations.

Hong Kong Trade Development Council
Messe Frankfurt (HK) Ltd
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Circular 9 — Charges on Vehicles with Extended Stay During
Move-in & Move-out days

The Hong Kong Convention and Exhibition Centre (HKCEC) will impose charges on vehicles with
extended stay at the loading and unloading area of the HKCEC during all move-in days and
move-out day of the Hong Kong International Stationery & School Supplies Fair 2025.

According to the HKCEC, this practice is a result of several meetings with the Police and the
Transport Department to alleviate the traffic congestion by means of enhancing the loading and
unloading efficiency during the move-in and move-out days.

The key points of this measure are summarized as below:
1. Charges will be imposed during the following days

Charges will be imposed on those vehicles entering HKCEC loading and unloading areas on
4 — 5 January and 9 January 2025.

2. The Charges

First 45 mins (after clock in) . Free

First 2 hours after 45 mins : HK$100/every 30 mins or part thereof
After 2 hours 45 mins : HK$150/every 30 mins or part thereof

Lost Ticket HK$500/each/every 30 mins or part thereof

* The charge is subject to HKCEC’s fmal decision.

3. Entry and Exit Control
The control point will be located at the Truck Marshalling Area when vehicles are queuing for
moving onward. Vehicles allowed to proceed to the Hall Loading Area will be given a ticket with
clock-in time. Leaving vehicles will be clocked out at the control booth at the exit.

4. Payment Collection
Payment (if any) will be collected at the exit control booth in the Truck Marshalling Area with
the official receipt.

5. Notice
Temporary prominent signs will be displayed at the Truck Marshalling Area showing the details
of the free time allowed for loading / unloading and applicable charges. Same will be printed
on the clock-in ticket.

The above measures have been practicing for a few years and it worked well and contributed to
the alleviation of traffic congestion. However, your support and understanding are the most
important to facilitate an efficient move-in / move-out practice for the Hong Kong International
Stationery & School Supplies Fair 2025.

Thank you for your cooperation.
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Circular 10 — Safety Regulation on the Use of Trolleys

For safety reasons, the HKCEC will implement the following measures to restrict the movement of oversized
exhibits or goods outside the exhibition halls during move-in (5 January) and move-out period (9 January):

1.

The maximum size of exhibits or goods that can be hand-carried out of the exhibition hall is 81cmH x
56ecmW x 33cmD. Safety checkpoints will be set up at all hall entrances; any exhibits, goods and
luggage exceeding the aforementioned size will NOT be allowed to move through the hall entrances
during fair period.

Exhibitors will NOT be allowed to use any wheeled equipment (including but not limited to trolley,
hand-cart, platform cart, pallet truck and wheelbarrow) in all public circulation areas outside of the
exhibition halls and designated loading areas (including hall concourses, escalators and passenger
elevators) during move-in and move-out period. Trolley travel cases / travel bags that can be
hand-carried safely are exempted from this rule. Please refer to the following examples:

Allowed v/ Not Allowed x (Note to Exhibitors: Please inform your buyers of the

above Rules & Measures if they will carry samples/
exhibits away from the Fair)

Exhibitors with oversized exhibits or goods to move out are required to arrange freight forwarder by
themselves (after 8pm) for move-out. As usual, all goods vehicles (including trucks, lorries and light
goods vehicles) with a vehicle permit are required to proceed to the Kwai Chung vehicle marshalling
area first to collect a trip ticket before they come to HKCEC.

4. Police checkpoints will be set up along the perimeter of the HKCEC for controlling the traffic of all

incoming vehicle. No unauthorised vehicles will be allowed to enter the HKCEC during the move-out
period.

5. Ajoint traffic operation by the Police and Transport Department between 3pm and 8pm on the move-out

day will be carried out, the HKCEC Phase 2 and the entire Expo Drive will also be closed to all
unauthorised vehicles. Such vehicles should use the Harbour Road Entrance of HKCEC Phase 1 to
pick-up and drop-off passengers during this period.
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Circular 11 — Fair Notices
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1. Booth decoration and exhibits should be ready before the opening (MBI FERSEH

To ensure all exhibitors and buyers have sufficient time for trade activities during the fair period as well as upholding the
quality of Hong Kong International Stationery & School Supplies Fair, exhibitors are reminded to have their exhibits ready
and their booths well-manned at least 30 minutes before the opening of the fair every day. The fair will be opened to
visitors on time.

SREARZEAEEZERPANAENRKBEBENE—DRAREENSR  2ERBFNEHRESHMAIS0D EEFHIF B
MENRFARm  LEBETHEL REIRESHERAUTERESSH -

2. Fast Action Scheme RETTENGTE]

The Customs and Excise Department (the “Customs”) will collaborate with the "Hong Kong Brands Protection Alliance"
("HKBPA") to conduct a trial run of the “Fast Action Scheme" (“the Scheme”) during local fairs. HKBPA represents 52 trade
associations and is now inviting applications from Hong Kong companies who are members of one of the 52 participating
trade associations to join the Scheme.

Exhibitors can join the Scheme by registering the details of their trade marks and copyrights with HKBPA and paying the
applicable handling fees to HKBPA prior to the Fair. Upon receipt of a complaint from the relevant trade mark or copyright
owner, the Customs will take enforcement action against products exhibited at the Fair that infringe the rights of those
companies that have joined the Scheme.

The Scheme will be operated independently of the Organisers by the Customs and HKBPA and is not a substitute for the
existing on-site intellectual property rights (“IPR”) complaints procedure implemented by the Organisers. Exhibitors who
do not wish to participate in the Scheme are welcome to visit the Organisers’ on-site IPR office for assistance in the same
manner as at previous fairs.

For more details concerning the Scheme, please contact the Secretariat of HKBPA directly as follows:

Tel: (852) 2543 1255, fax: (852) 2544 2406, e-mail: info@hkbpa.org, website: www.hkbpa.org
Address: 1/F, CMA Building, 64-66 Connaught Road Central, Hong Kong

Exhibitors are also strongly advised to carefully scrutinise your exhibits and conduct all necessary due diligence on the
IPRs attached to your exhibits prior to the Fair to avoid possible IPR infringement at the Fair.

If you have further questions regarding Organisers’ on-site IPR complaints procedure, please feel free to contact Ms. Ailsa
Chu at Tel: (852) 2240 5825 or Email: ailsa.kh.chu@hktdc.org.



mailto:info@hkbpa.org
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file://hktdc.org/EDBShare/EDB/Sales-StationeryFair/Stationery_Fair/Stationery%20Fair%202024/Circular/2nd%20Circular/ailsa.kh.chu@hktdc.org

3 Hong Kong International
Ref: 2 Package/HKISF2025 /// Stationery &
’P

S\ School Supplies rar

ERABEBRXARSEBEARRE Er)LUS

6 -9/1/ 2025

HE86E (8R) 2 "THFEIgmeirERE ) ( "EBg, ) aFREEIHT "RETSEEL ( "5 ) - & 562
EEZM MEE, RASEFRESREMBZEEAT2EZEE -

ZRBOALD "EE BREEmNmEEREER  TRREZHD "EE, SUBERER - XA AT
REARRRRITEE SERZERE  WRERSWETH -

TETE L REBRAR " fEAR  BITEF WA EMERBIRERREAEBERERFNER - SEBMARESIN 518,
o] — IR R E MR R B A 2 NS EEN S ES KB -

maERs "EE L IR FE TEB I EmRREREWSE . BE

ERE 1 (852) 2543 1255, {EH : (852) 2544 2406, EFL : info@hkbpa.org, #3ilt : www.hkbpa.org
it FEEPIRTEET 64-66 REETPEMEEARE 118

ITHEBERESZRERREZIFAREERRAENEZEEERMNWANESERE  BRRREI PRIZERE -

o EXTBERAE—TERTIWHERNSARBRERFFNEZERNSR - EUlBRFEAER/)\E#L - B35  (852) 2240
5825 g}, EEEP : ailsa.kh.chu@hktdc.org °

3. Construction Waste and Exhibit Sample Disposal EBRZEERNERMR

This is to notify you that the dumping of contractors’ and exhibitors’ samples, packing, construction and waste materials in
the exhibition halls, loading docks and fire exit areas at all trade fair venues is strictly prohibited. Any such materials will be
removed and destroyed without further notice and the contractor or exhibitor concerned shall be liable for all expenses
and costs thereby incurred.

If you wish to report the dumping of any materials in such areas, please contact Fair Management Office. Thank you for
your co-operation.

7¥<LF§7§25‘QEWE’JF% BEMR - HRIOREEY  —EASREEREGEHZRENN - HEREXBEHENR -
FIUES - MEREE LHSHENYRIOERAERER - AMERTTEM - FIRERREERAEZRASREEBRE -

MERIRREE DMBENYR - FATREBMSEME - ZSHSF -

4. Caution on Rental of Credit Card Payment Terminals 2P ARE B F&RIFHEHE SRS

The Organisers are recently informed that a service provider of credit card payment terminal has offered its payment
terminal rental service to exhibitors in exhibitions held in Hong Kong, but failed to return the transaction amount to
exhibitors before the deadline as stipulated in the contract. HKTDC and Messe Frankfurt would like to clarify that they
have NOT appointed any credit card payment terminal providers in ALL HKTDC or Messe Frankfurt fairs. To protect your
own interests, you are reminded to exercise due diligence and read all contracts carefully before appointing any service
providers.

The Organisers would also like to remind exhibitors that no retail sales should be conducted at the Hong Kong
International Stationery & School Supplies Fair. Should you have any questions, please contact Ms. Ailsa Chu at Tel:
(852) 2240 5825 or via email address: ailsa.kh.chu@hktdc.org.

IPWHRBETOAAATAET EENNREETPRECGHFREREERBFERE  BURAESNEEHNRERH
RSEH - TMEBRILBEBTRAZANEREMUE =B RAEAFRIHEHEERY  WREMASEIEERTH#
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THMEBTIREMASEEASEEEGYRETESEEH WA TUMNE  FEARE/ N\ EE4E - S5 : (852) 2240 5825
g}, EEEP : ailsa.kh.chu@hktdc.org °
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5. Important Exhibition Regulations BREZEZEHAI

Sub-letting
You are strictly forbidden to sublet or otherwise share your Space or Stand to or with any third party. Any Exhibitor found to

be in breach of this sub-letting prohibition will be asked to immediately remove all illegitimate third party business cards,
materials and exhibits (promotional or otherwise) from its Space or Stand at its own expenses and will also be banned
from taking part in all the Organisers trade fairs.

By way of clarification, an Exhibitor is ONLY permitted to:-

(i) promote, distribute or display exhibits, printed matters or graphic materials bearing its name or distribute name cards
of its own employees; and

(ii) allow its own employees to solicit business for itself, at its Space or Stand.

An Exhibitor may also (i) promote, distribute or display exhibits, printed matters or graphic materials bearing the name of
its wholly-owned subsidiary or any third party company having a formal agreement with itself appointing the Exhibitor as
agent or distributor of that third party company or (ii) allow the employee of such subsidiary or third party company to solicit
business for such subsidiary or third party company at its Space or Stand. Please however be reminded that you MUST
first obtain the prior written permission from us by applying in writing to us at least 3 months before the commencement of
the Exhibition if you wish to conduct the said activities for your subsidiary or any such third party company. We will expect
to receive some form of documentation confirming the relationship between you and the relevant subsidiary or third party
company before considering your application.

Our permission is given entirely at our sole and absolute discretion and our decision is final. Please note that any Exhibitor
found to be conducting the above activities for your subsidiary or any third party company without having obtained our prior
written permission will be treated as "sub-letting" in contravention of the sub-letting prohibition. Please nonetheless be
reminded that any of the above activities can only take place in relation to products which fall into the same product
category zone as stated in the booth confirmation letter of the Exhibition.

Display relevant exhibits

Exhibitors are reminded that they may only display exhibits which fall into the product category zone as stated in the booth
confirmation letter of the Exhibition. If we find Exhibitors using less than 60% of their display area exhibiting the
appropriate product under a designated product category zone, we have the right and will have no hesitation to ask the
Exhibitor to immediately relocate and / or terminate its participation in the Exhibition, without any recourse on our part.

We would like to thank you in advance for your cooperation and understanding in complying with these particular rules
which have been brought to your special attention. These rules exist in order to keep a fair and profitable business
environment for all participants in the Exhibition.

Al
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6. Immigration Regulations to be Observed and Followed by Exhibitors £ R&EEE<FHIAIERG

1. Exhibitors from outside Hong Kong
According to the policy of Immigration Department of Hong Kong, foreign visitors are allowed to remain in Hong Kong
for the purposes of sightseeing, shopping, as well as conducting contracts, attending meetings and conferences, etc.
For the purpose of immigration control, visitors are subject to certain conditions of stay specified in the Immigration
Regulations. These conditions preclude a visitor from taking up employment, whether paid or unpaid and he is not
allowed to establish or join in any business. Those who wish to be engaged in day-to-day business operations or
investment activities in Hong Kong will have to apply for a work permit.

In the case of a trade exhibition, whether an exhibitor needs a work permit would depend on the nature of the business
of the exhibition booth he / she mans and his/her activities therein. In general, if the exhibitor’s activities are focused on
promotion without engaging in retail sales, he / she will not need to apply for a work permit. However, if an exhibitor from
outside Hong Kong is engaged in retail sales activities, a work permit will be required.

2. Exhibitors from Chinese Mainland
Where Chinese Mainland exhibitors participating in trade fairs are concerned, it should be noted that they must apply
for exit permission from the relevant Chinese Mainland authorities. For business visits, Chinese Mainland residents
have to apply to the PSB Office in their place of domicile for permission to enter Hong Kong under the Business Visit
Scheme. The PSB will issue an exit-entry permit with a business visit endorsement to Mainland business visitors.
Exhibitors from Chinese Mainland are required to meet Hong Kong Immigration regulations as stipulated in item 1 of the
above.

3. Hong Kong Exhibitors
If any local exhibitor is planning to deploy or hire any personnel from outside Hong Kong at the booths during fair period
(including move-in and move-out days), the above regulations (items 1 and 2) will also apply.

For details of Hong Kong immigration regulations, you may access the Immigration Department's web-site
(www.info.gov.hk/immdy/). If you have any queries regarding the above, please do not hesitate to contact the Organisers.
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7. Caution on Third Party Promotional Offers from Fair Guide / Expo Guide / Event Fair / FAIR-Guide
/D EIEHSE = (40 Fair Guide / Expo Guide / Event Fair / FAIR-Guide )12t 2 EE =

It has come to the Organisers’ attention that some exhibition/trade directories or organisations have sent invitations to
exhibitors inviting them to update or correct their data with their fair directories and subsequently claimed exhibitors for
fees.

These directories and organisations include but are not limited to the following:

Fair Guide (owned by Construct Data)

Expo Guide (owned by Commercial Online Manuals S de RL de CV (“Commercial Online Manuals”)
Event Fair - The Exhibitors Index

FAIR-Guide (www.fairguide.me) (owned by Avron s.r.o.).

AVRON, and

International Fairs Directory

The Organisers would like to stress that neither the Fair Guide, the Expo Guide, the Event Fair, the FAIR-Guide, AVRON
nor the International Fairs Directory has any connection with the Organisers or any of our fairs.

UFI, an international organisation which represents the interests of the exhibition industry worldwide has been warning the
exhibition industry to be vigilant against Fair Guide, Expo Guide, Construct Data, Commercial Online Manuals and other
similar guides and organisations such as Event Fair, AVRON and International Fairs Directory. UFI has also reported that
debt collection agencies work in partnership with these guides to intimidate exhibitors for payment. The practice of
Construct Data has been considered as unconscionable and misleading by the Austrian Protective Association. Recent
information suggests that Construct Data, Event Fair and AVRON have shifted their operation from Austria to Mexico
and/or Slovakia.

It should be noted that the contents and wording of Fair Guide's and Expo Guide’s letter and order form are virtually
identical. It is possible that Construct Data and Commercial Online Manuals, Event Fair, AVRON and International Fair
Directory are related companies or are in some way connected. You should therefore exercise due diligence and care
when being approached for such invitations so as to avoid possible unwarranted and/or unnecessary financial
commitments. In order to protect your own interests, you are urged to read the contracts (including the small print) and
attachments carefully, as well as seeking legal advice, before signing any such documents.

The Organisers does not recommend that you sign any materials that you receive from Construct Data, Commercial
Online Manuals, Event Fair, AVRON, and/or International Fairs Directory. If you have mistakenly entered into contract with
Construct Data, Commercial Online Manuals, Event Fair, AVRON, and/or International Fairs Directory, you should notify
Construct Data, Commercial Online Manuals, Event Fair, AVRON, and/or International Fairs Directory, in writing and
inform them that you dispute the validity of the contract on the basis of mistake and/or misrepresentation. You should take
legal advice as to how to respond to any demands for payment that you might receive.

For more information about UFI’s action against Fair Guide, Expo Guide, Construct Data, Commercial Online Manuals,
Event Fair, AVRON and International Fair Directory, please visit
http://www.ufi.org/industry-resources/warning-construct-data/.

IPHBIRIT S LARESBVNTEERNVLIRAEHOSRARLERE - ELRBEMNEENMMNRENIE
EMATEZZRAER  REODSEBENER -
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e Fair Guide ( FH Construct Data FT#EA )-

e Expo Guide ( H Commercial Online Manuals S de RL de CV ( “Commercial Online Manuals” ) Fii#%5 )-
e Event Fair - The Exhibitors Index #1 FAIR-Guide (www.fairguide.me) ( FH Avron s.r.o. Fi#H& )-
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8. Trolley Rental Service NOT Available EEBERRIEEAFIHERE

Trolley rental service will NOT be available for exhibitors at the fair. Exhibitors are advised to make your own arrangement
in advance should you need to use any trolley in the fair.

SERBHFARIBR REGRAREAFHERY SROUTEZERFHE  FETEZH -

9. Free Wireless LAN service ®EES AR

To ensure smooth Internet access during the fair period for business usage that requires stable connection (such as
website demonstration, download of multimedia files, remote access to company server, etc.) throughout the Fair,
exhibitors are advised to order a dedicated Broadband Line inside your booth, instead of relying on the Wireless LAN
service provided by Hong Kong Convention and Exhibition Centre (HKCEC) (Please refer to Form 2C in the “Order
Forms”). All exhibitors are kindly reminded that the free Wireless LAN service operated by HKCEC intends only for light
and causal usage by a limited number of users simultaneously. The wireless connection may fail or become slow and / or
unstable during the fair period, and will disconnect if the connection is idle for over 10 minutes.

M ERTERESHERERERG R ERFAEEXAR (NFEERE - EXTHNEREXSMAEAREST ) £
MEERIEZRE N BB UNRA LRRBUBRERUDER  BRRkBEEEERREP ORHZER AR
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SERETVEISEEEEREPVER Y S BAE HERERAAERNERERMEERERO BRI - FILE
B EPRARTELRESAN  FTEENEESER  BEEsEEIbIBAERE 10 58 - SR LBRETYET
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Special Circular 1 : e-Badge for buyer

With rapid development of mobile technology, e-Badge will be launched in the Hong Kong
International Stationery & School Supplies Fair 2025 to upgrade buyer’s experience at the fair as
well as support environmental protection.

Buyers are required to download the “HKTDC Marketplace” mobile App and complete visitor
registration, then login to retrieve e-Badge. When entering fairground, Bluetooth service of the
mobile device has to be enabled to obtain a “green tick” on the e-Badge and show to staffs for
seamless fairground access. Paper badge for buyers would still be available.

More functions would be introduced in the mobile App later. Based on the buyers’ needs and
preferences, customised information in the “HKTDC Marketplace” App will be provided for buyers
to find and connect with exhibitors, and receive latest fair information and special offers at
fingertips, providing convenience and all-rounded fair experience.

More details: http://tpwebapp.hktdc.com/fair/Multi fairs/e-Badge/landing.html
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Special Circular 2 — Green Tips to Exhibitors

To make Hong Kong International Stationery & School Supplies Fair a greener trade fair, the
following green tips are suggested for your participation at the fair.

Booth construction and set up

e To avoid excessive decorations

e To use natural decorative materials e.g. green plants

e To use energy saving light bulbs or LED lights

e To use fewer electrical appliances or instruments

e To avoid energy-intensive appliances

e To avoid transport and bring in excessive display materials

e To maximize the usage of reusable panels, cabinets, signage boards and recyclable carpet

e To adopt environmental friendly construction materials e.g. low VOC paints, FSC-certified
wooden products and other wooden products with EO or E1 formaldehyde standards

e To adopt re-usable exhibits

Booth Operation

e To arrive the fairground by public transports

e To use e-brochure or e-catalogues and minimizes the distribution of printed matters (e.g.
catalogues, brochures)

e To avoid providing plastic bags or environmental friendly bags and reduce packaging, if used,
make a charity donation

e To reduce souvenirs or choose souvenirs with a practical use

e To switch off all appliances or instruments consuming energy when not in use

e To place recycling bins in booths and practice waste separation

Post-event Management

e To take back materials for next use

e To record leftover materials and avoid them next year

e To separate recyclable wastes and dispose of recyclable waste at recycle bins
e To minimize posting printed matters to interested buyers

Hong Kong Trade Development Council
Messe Frankfurt (HK) Ltd



= ” Hol gl(o-gl ternational
Ref: 2" Package/HKISF2025 = / stationery & .
"-{ School Supplies rir

EEAERBRIXARETAGR

EPLUS

6 -9/11/ 2025

BHIBE 2 - SREKE/NIEE

AxFEEERNENRSEAmERAGZCRE  HE2HEREBRK - #22 Mg/ ML -

RARERGE

o HWRFRBESMENEEM

. ﬁgﬁ%fﬁﬁéﬁﬁvWE%

. ﬁ%%*meﬁvm%%k@&?t W& BRI

. ﬁmﬁ%*“W%ﬁ1

o EMREASFERENSERS

o HREXAESRMESHER

o HEFEAUBBRYL  WolBRAEMR - HY1E - BRI

o FRRFREEYNEZRMN NREEZUBERECEYROHIRE  ERAMEERZESIRENAK
HEMABFEENS - MNE0 & E1 RIFEMYR

o HEFAUEEFANEMR

FREEE

o FAUAR/HARBTERETIREZS

o HEEFHAEBEF/IMFHREFERFEBRERE  LUBVIKEHFSEEmMR

o HREIREBER REJMEVEMEE  WNFEH  EFJoEFEFIRFEEEBER - 53—\
X EHBEBIRR LIFROHTT

o FERMVIKBALTMUERERZEAUNALZM

e NEBHRE ziﬁﬁ—rlaﬂ}ﬁﬁﬁ%?ﬁlwmﬁqDD_E%@JT

o NI DEEM HEERIULFE

RIEZHE

o WERBRYERF—REENER

o RRBHWYENRmMIFLE  BRRFHEZXBERM
o RUEERBANENZEEZSARCIUE

o EERVHFHMNEEmTHEEBER

EBBEFERER
FERREE (F8) ARATE



= Hong Kol-lg International
Ref: 2" Package/HKISF2025 %{ll Stationery &

N School Supplies rair E |_)|_US
FEREBXARZETARAR
6-9/1/2025

Special Circular 3: Important Notice on Insurance

Exhibitors are reminded to take out sufficient and specific insurance for the exhibition
participated to cover its displays, exhibits, stand fittings and fixtures against loss or damage,
and shall produce such policy of insurance to the Organisers upon request. In general, the
coverage of the insurance should also extend to booth setting, property during exhibition,
inland transit, public liability and employees’ compensation. Exhibitors are also advised to
obtain comprehensive insurance coverage for the whole fair period, including move-in and
move-out dates for the entire exhibition venue, as well as the storage area. Exhibitors are
reminded to observe the relevant terms stated in Clauses 70.1 and 72 of Section 3.1, and
Section 3.15 of Part Ill “Rules and Regulations” in the Exhibitors’ Manual.

Additionally, exhibitors are also required to comply with Section 40 of the Employees’
Compensation Ordinance, Cap.282 (“ECQ”) to cover their liabilities both under the ECO and
at common law for work-related injuries to all their employees, regardless of the length of
employment contract, work hours, or employment type (full-time, part-time, permanent, or
temporary).

The Organisers undertake no financial or legal responsibility for any type of risk concerning or
affecting the exhibitors or visitors, their personal belongings and exhibits.

List of Insurers for Reference Only

All the insurers listed below covers Hong Kong entities only. For mainland and overseas
exhibitors, please consult your local insurers.

This list is provided purely as a reference for exhibitors. It is not a must for exhibitors to use
the service of any of the below insurers. Please feel free to contact other insurers or your
insurance agent. The Organisers are neither affiliated with nor compensated by any of the
insurers. The Organisers assume no responsibility for the competence or integrity of the
insurers listed and exhibitors are advised to exercise normal business precautions as they
would in dealing with any service suppliers.

It will normally take around 2 to 3 weeks for an insurer to process and issue the required
insurance policy. Exhibitors are advised to allow enough time to purchase the insurance well
in advance before the fair starts.

Company Name: Allied World Assurance Company Limited

Contact Number: 852-3412 2688 (Mr Terence Tsang, insurer’s agent representative)
Contact Email: terence.tsang@apexais.com.hk

Website: http://www.awac.com
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Company Name: China Pacific Insurance Co.,(H.K.) Ltd.
Contact Number: 852-2137 7671 (Ms Priscilla Tam)
Contact Email: priscilla.tam@cpic.com.hk

Website: www.cpic.com.hk

Company Name: China Ping An Insurance (Hong Kong) Company Limited
Contact Number: 852-2827 1883

Website (online quotation platform):
https://www.pingan.com.hk/exhibition/insurance?lang=en

Company Name: Concord Insurance Company Limited

Contact Number: 852-2156 1535 (Mr Daniel Ng)

Contact Email: danielng@concordinsurance.com.hk

Website (online quotation platform):
https://digitalax.concordinsurance.com.hk/?cref=ciFQTnNxcVkyWTIsbTJSc2hDeENGUTO09#/

Company Name: Circle Asia Ltd
Contact Number: 852-3596 5160
Contact Email: info@circlesgroup.asia
Website: https://www.circlesgroup.com/

Company Name: Zurich Insurance Company Ltd
Contact Number: 852-2977 0222

Contact Email: smedirect@zurich-ia.com.hk
Website: www.zurich.com.hk

Organisers:
Hong Kong Trade Development Council
Messe Frankfurt (HK) Ltd
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Special Circular 4: Parking Space Reservation Form

BRIEE 4: TRBEEFEESHEMTERE

Here is the parking space reservation form for Hong Kong International
Stationery and School Supplies Fair 2025. Please fill out the form by 22 Dec
2024.

Reservations are on a first-come, first-served basis until slots are full. For
details, please refer to the following link.

WTZ 2025 ERERNERZEARRRBEESEUIBERE  FAREW
SREEIR 2024 F 12 B 22 HAT IR%&RHE -

B EHE - ERILE - EEmAlLL - FEAESETELE -
Link :
https://forms.gle/Asy3JF9eHvxfBgKY7

QR Code :
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Exhibitors’ and Advertisers’ Brief on the Protection of Intellectual Property Rights at
TDC Exhibitions

The Hong Kong Trade Development Council (referred to below as “TDC”, “Organizer”, “we”,
“our” or “us”), the statutory body promoting Hong Kong'’s international trade, is committed to
fostering original design and safeguarding intellectual property rights.

We have on-the-spot procedures at our trade fairs (the “Fairs” or “TDC exhibitions”) for

handling any complaint against any exhibitor (“Exhibitor”) and/or advertiser (“Advertiser”)

that:

(i a product, item or material published, displayed, and/or placed by an Exhibitor at the
Fairs, or

(i) any advertisement published, displayed and/or placed by us for and/or on behalf of
an Exhibitor or Advertiser, including but not limited to in (a) our publications (in any
media, medium, form and format, whether online and/or offline) (“Publications”), (b)
our websites, applications, platforms and/or social media accounts (including but not
limited to www.hktdc.com and any and all other websites, applications, platforms
and/or social media accounts that we may from time to time operate, manage or use)
(“Websites”), (c) our showcases (including but not limited to (i) printed and/or digital
materials, (ii) LED advertisements such as but not limited to lightboxes, TV walls,
Exhibitor Location Systems, and lifts and escalator advertisements, (iii) banners and
posters, and/or (iv) any other means or manner of advertising, whether online and/or
offline, whether existing now or in the future) (“Showcases”), and/or for or relating to
(d) any products, services or materials featured or promoted in any such Publications,
Websites and/or Showcases (as the case may be) (where, for the ease of reference,
each of the foregoing items in categories (a) to (d) above will be referred to herein as
“Advertisement”);

allegedly infringes someone else’s intellectual property rights in relation to or in connection

with TDC exhibitions.

These complimentary procedures are not the only way in which complainants can file
complaints. Complainants can also file complaints with Hong Kong Customs and Excise
Department and/or the Courts of Hong Kong.

These procedures, carried out with our legal advisors (“Legal Advisors”), are designed to
help establish whether there is a case to answer so that complaints may either be pursued
or resolved promptly.

Our aim is as much to protect the rights of individual Exhibitors and Advertisers concerned to
be promptly cleared of unfounded complaints as it is the responsibility of the Exhibitors and
Advertisers to uphold their obligations to respect the intellectual property rights of others.

In this respect, the attention of all Exhibitors is drawn to Clause 43 of the conditions of
participation, setting out rights and obligations of exhibitors at TDC exhibitions, which is set
out below for ease of reference:

“The Exhibitor warrants that the exhibits and packages thereof and the Publicity Material
or any other part of the display on the Stand do not in any way howsoever violate or
infringe any third party’s rights including all intellectual property rights including but not
limited to trade marks, copyright, designs, names, and patents whether registered or
otherwise. The Exhibitor agrees to fully indemnify the Organizer and its agents,
representatives, contractors and employees against all costs, expenses and damages
arising from any third party’s claim of infringements by the Exhibitor and/or the
Organizer and/or the latter’'s agents, representatives, contractors or employees of such
third party’s rights.”
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The attention of all Advertisers is drawn to Clauses 2 and 3 of the terms and conditions
enclosed in the HKTDC Advertising Order Contract, pursuant to which the Advertiser,
amongst other things, warrants and undertakes that no third party intellectual property rights
will be infringed as a result of the publication of any Advertisement, and it has obtained all
necessary consents and licenses for the Advertisement. The Advertiser also undertakes
and agrees to fully and unconditionally indemnify and hold TDC and its partners, agents,
affiliates, directors, representatives, contractors, officers, employees and users harmless
against any allegations, claims, damages, penalties, losses, costs, fees (including legal fees)
or any expenses howsoever incurred as a result of or in connection with, amongst others,
any breach or alleged breach of representation, warranty or undertaking given by the
Advertiser, any infringement or alleged infringement of intellectual property rights, including
but not limited to patents, registered designs, copyrights or trade mark infringement arising
as a result of the publication of any Advertisement, and/or any third party claims whatsoever
arising in or derived from or as a direct or indirect result of the publication of any
Advertisement by the Advertiser, including without limitation in relation to its goods and/or
services.

The Exhibitor and/or Advertiser each agree that it shall comply with the then effective version
of the “Exhibitors’ and Advertisers’ Brief on the Protection of Intellectual Property Rights at
TDC Exhibitions” (“Exhibitors’ and Advertisers’ Brief”) that the Organizer may issue and
update from time to time, including but not limited to abiding by any complaint procedures
and penalties stated in the Exhibitors’ and Advertisers’ Brief, whether as a Complainant of
infringement of intellectual property right or as a party subject to any such complaint. If the
Exhibitor or Advertiser fails or refuses to abide by any of the terms and conditions of the
Exhibitors’ and Advertisers’ Brief, the Organizer shall have the sole and absolute discretion
to:

(a) ban the Exhibitor and any of its representatives, parent, associate, affiliated and/or
subsidiary companies from any or all future TDC exhibitions and/or to further ban
any representatives of the Exhibitor in question from entering the venue of the
current TDC exhibition in which the Exhibitor is participating; and/or

(b) decline to publish, or suspend, alter/amend or remove any Advertisements and/or
prohibit the Exhibitor or Advertiser concerned from placing, displaying or publishing
Advertisements on any Publications, Websites and/or Showcases at or in connection
with any TDC Exhibition.

If a complainant (“Complainant”) files a complaint with the Organizer in accordance with
the Exhibitors’ and Advertisers’ Brief and requests the Organizer to take action against an
Exhibitor or Advertiser, the Complainant agrees to hold the Organizer, its agents,
representatives, contractors and employees (including but not limited to their Legal Advisors)
harmless and to fully indemnify each and every one of them against any and all liabilities,
losses, costs (including but not limited to legal costs), expenses and damages of any nature
whatsoever incurred or suffered by any of them as a result of, or in connection with, and/or
however arising from, any action that the Organizer, its agents, representatives, contractors
or employees (including but not limited to their Legal Advisors) may take in reliance of or as
result of such complaint filed by the complainant, or any other requests, directions or
instructions made or given by the complainant pursuant to such complaint.

The Exhibitor, Advertiser and Complainant each agree not to take any legal action or make
any claim or demand against the Organizer, its agents, representative, contractors or
employees (including but not limited to their Legal Advisors) in relation to or arising out of
such complaint and any actual or alleged infringement of intellectual property rights.

2
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Procedures

10.

Item displayed or exhibited by an Exhibitor at a TDC exhibition

If you have any complaint involving infringement of your intellectual property rights,
this should be reported to the Fair Management Office, where it will be handled by
TDC Fair Officials and the Legal Advisors engaged by TDC.

If you receive a complaint at your booth, you should refer the Complainant to the Fair
Management Office.

Both the documents attached to the Exhibitors’ and Advertisers’ Brief and the Legal
Advisors on site will specify the kind of documents and other evidence necessary to
support a complaint.

If the TDC and the Legal Advisors are satisfied, on the basis of the documents
provided, that the Complainant’s intellectual property rights are valid and have been
infringed by the display of the Exhibitor's product or material in dispute at the Fair, a
TDC Fair Official will visit the booth involved.

The TDC and the Legal Advisor will also visit the Website to check whether the
product or any material in dispute is displayed on the said Website. If so, the TDC
has the sole and absolute discretion to disable the link or otherwise take down /
remove the disputed product or material from the Organizer’s website in accordance
with the TDC’s Terms & Conditions for Printed Advertisement & Online Promotion
without further notice.

As the organizer of the TDC exhibitions, TDC has the power to immediately take at
least 3 photographs of the product or any material in dispute.

The Exhibitor will be asked to remove the product or material in dispute immediately
from display and not to trade in it for the remainder of the Fair unless he/she can
adduce evidence to show to the satisfaction of the TDC and the Legal Advisors that
he/she has the right to deal in such product or material. He/she will also be required
to sign an undertaking immediately to this effect. A copy of the signed undertaking
and one copy of the photograph will be given to the Complainant and the Exhibitor. A
further copy of the signed undertaking together with one copy of the photograph will
be retained by the TDC for its records.

If the TDC is notified by the Customs and Excise Department that it is investigating
possible violation of copyright and/or trademark by an Exhibitor at the Fair, the
Exhibitor will be required to immediately remove the product or material which is
under investigation for the remainder of the Fair.

If the Exhibitor fails or refuses to co-operate with TDC under paragraphs 6 and/or 7
and/or 8 above, TDC shall have the right and power, in its sole and absolute
discretion, to ban the Exhibitor and any of its representatives, parent, associate,
affiliated and/or subsidiary companies, from any or all future TDC exhibitions.

TDC staff will visit any booth in respect of which a complaint has been received and
accepted by TDC and the Legal Advisors, in order to reconfirm that the disputed
product or material is no longer on display and is not being traded. If the Exhibitor is
found to have breached its undertaking not to display or deal with the product or
material in dispute during the remaining period of the Fair, TDC shall have the right
and power, at its sole and absolute discretion, to immediately terminate the right of
participation in the Fair in question of the Exhibitor and any of its representatives,
parent, associate, affiliated and/or subsidiary companies without any refund of the
participation fee already paid , and to ban the Exhibitor and any of its representatives,
parent, associate, affiliated and/or subsidiary companies from any or all future TDC
exhibitions.

Materials featured in any Advertisement displayed and/or published at a TDC
exhibition, the TDC’s Publications, Websites and/or Showcase for, in relation to
or in connection with the TDC exhibition
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10.

If you have any complaint involving infringement of your intellectual property rights,
this should be reported to the Fair Management Office, where it will be handled by
TDC Fair Officials and the Legal Advisors engaged by TDC.

If you are also an Exhibitor and receive a complaint at your booth, you should refer
the Complainant to the Fair Management Office.

Both the documents attached to the Exhibitors’ and Advertisers’ Brief and the Legal
Advisors on site will specify the kind of documents and other evidence necessary to
support a complaint.

If the TDC and the Legal Advisors are satisfied, on the basis of the documents
provided, that the Complainant’s intellectual property rights are valid and have been
infringed by the Advertisement in dispute at the TDC exhibition, the Advertiser will be
notified.

As organizer of the TDC exhibitions, TDC has the power to immediately take at least
3 photographs of the any material in dispute.

The Advertiser will have the opportunity to adduce evidence to show to the
satisfaction of the TDC and the Legal Advisors that it has the right to place, display or
publish the Advertisement complained of within 24 hours from the time of such
notification. If the Advertiser fails to do so and/or if the TDC and the Legal Advisors
are not satisfied that the Advertiser has the right to place, display or publish the
Advertisement complained of, TDC shall have sole and absolute discretion to
determine the appropriate course of action, including but not limited to the immediate
removal, take-down, suspension and/or altering (e.g. by covering up the materials
featured in the Advertisement which are alleged to be infringing in the complaint) of
the Advertisement complained of.

The Advertiser will also be required to sign an undertaking immediately to this effect.
A copy of the signed undertaking and one copy of the photograph will be given to the
Complainant and the Advertiser. A further copy of the signed undertaking together
with one copy of the photograph will be retained by the TDC for its records.

If the TDC is notified by the Customs and Excise Department that it is investigating
possible violation of copyright and/or trademark by an Advertiser at the Fair, the TDC
will be required to immediately remove the Advertisement and any other relevant
material which is under investigation for the remainder of the Fair.

If the Advertiser fails or refuses to co-operate with TDC under paragraphs 6 and/or 7
above, TDC shall have the right and power, in its sole and absolute discretion, to
prohibit the Advertiser and any of its representatives, parent, associate, affiliated
and/or subsidiary companies from placing, displaying or publishing Advertisements
on the TDC website and in any publications displayed or published at any or all future
TDC exhibitions, and/or to further terminate the HKTDC Advertising Order Contract
with no refund payable.

If the Advertiser is found to have breached its undertaking not to display, publish
and/or otherwise deal in or with the advertising material(s) in dispute during the
remaining period of the Fair, TDC shall have the right and power, at its sole and
absolute discretion, to immediately terminate the right to advertise in the Fair in
question of the Advertiser and any of its representatives, parent, associate, affiliated
and/or subsidiary companies without any refund of the advertising fee already paid;
to ban the Advertiser and any of its representatives, parent, associate, affiliated
and/or subsidiary companies from advertising and/or participating in any or all future
TDC exhibitions; and to further terminate the HKTDC Advertising Order Contract with
no refund payable.

Penalties

An Exhibitor and/or Advertiser and/or any of its representatives, parent, associate, affiliated
and/or subsidiary companies may, in the sole and absolute discretion of the TDC, be banned
from any or all future participation (including but not limited to the right to advertise) in TDC
exhibitions if:

4
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a. after TDC has received and accepted a complaint against the Exhibitor or Advertiser, the
Exhibitor or Advertiser fails or refuses to:
- allow TDC to immediately take 3 photographs of the product, material or Advertisement
in dispute;
- sign an undertaking immediately in favour of TDC in a form provided by TDC:
(i) indicating its decision whether to remove or continue to display the product or
material in dispute; or
(ii) in the case of an Advertisement, acknowledging TDC’s right to remove the
Advertisement in dispute, or adducing evidence to the TDC to show to the
satisfaction of the TDC and the Legal Advisors that it has the right place, display
or publish the Advertisement complained of;

b. if the Exhibitor refuses to remove from display the product or material in dispute and a
legal action brought against the Exhibitor in relation to the display of the product or
material in dispute is upheld by a Court in Hong Kong, notwithstanding that the Exhibitor
has signed an undertaking in favour of TDC and allowed TDC to take photographs of the
product or material in dispute during the Fair;

OR

c. the Exhibitor removes the product or material in dispute immediately from display and
signs an undertaking provided by TDC not to display or deal with any such item for the
rest of the Fair period and/or the Advertiser signs the undertaking to acknowledge the
TDC's right to remove the Advertisement in dispute, but is subsequently found to be in
breach of such an undertaking; in which case the TDC shall, in addition, be entitled to
immediately terminate the Exhibitor's and/or Advertiser's right of participation and/or
advertisement for the rest of the Fair period without refund of any participation and/or
advertisement fee already paid by the Exhibitor and/or Advertiser;

OR

d. there are two or more court rulings from a Court in Hong Kong against the Exhibitor
and/or Advertiser confirming its infringement of intellectual property rights of any
Complainant(s) during two consecutive fair periods, notwithstanding that the Exhibitor
and/or Advertiser has cooperated with TDC during the Fairs, amongst others, by
removing the disputed product or material from display;

OR

e. within two consecutive fair periods there are four or more valid complaints filed against
the same exhibitor and which have been accepted by the TDC and the Legal Advisors:

- by more than one complainant in respect of different intellectual property rights; or
- by the same complainant in respect of different products or material items;

OR

f. within any one year period there are two or more valid complaints filed against the same
Advertiser and which have been accepted by the TDC and the Legal Advisors;

OR

g. the Exhibitor and/or Advertiser is accused or convicted of any criminal offence relating to
infringement of intellectual property rights or violation of intellectual property-related laws
and regulations.

Penalties for intellectual property-related criminal offences

Copyright Ordinance (Chapter 528 the Laws of Hong Kong)

It is a criminal offence to make or deal in articles that infringe copyright.
The Copyright Ordinance sets out in detail the different activities that
constitute criminal offences. A person who commits such a criminal
offence is liable to a fine of HK$50,000 in respect of each infringing copy
and to 4 years’ imprisonment or a fine of HK$500,000 and 8 years’
imprisonment depending on the type of infringing activity carried out.
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Trade Descriptions Ordinance (Chapter 362 the Laws of Hong Kong)

Under the Trade Descriptions Ordinance, any person who:-

(i) applies a false trade description to any goods, or any service supplied
or offered to be supplied to a consumer;

(ii) supplies or offers to supply any goods, or any services to consumers,
to which a false trade description is applied; or

(iii) has in his possession for sale, or for any purpose of trade or
manufacture, any goods to which a false trade description is applied

commits a criminal offence.

Further, any person who forges any registered trade mark or falsely
applies to any goods any trade mark so nearly resembling a registered
trade mark as to be calculated to deceive also commits a criminal offence.

Further, any person who engages in relation to a consumer any unfair

trade practices (including but not limited to any commercial practice that is

a misleading omission, or is aggressive, or constitutes bait advertising,

bait and switch, or wrongly accepting payment) also commits a criminal

offence.

Any person who commits such an offence under the Trade Descriptions

Ordinance may be liable -

a. on conviction on indictment, to a fine of $500,000 and to imprisonment
for 5 years; and

b. on summary conviction, to a fine of $100,000 and to imprisonment for
2 years.

6
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Documents Required as Evidence of Subsistence and Ownership of Intellectual
Property Rights

A. Copyright

Option 1: An affidavit of copyright ownership and subsistence made by the owner of the
copyright work pursuant to Section 121 of the Copyright Ordinance (Cap. 528 of Laws of
Hong Kong) dated within one (1) year of the date of the complaint - for reference
purposes, a template affidavit is available for download at:
[hitp://tpwebapp.hktdc.com/fair/Multi_fairs/pdf/Copyright/2.pdf]

OR

Option 2: If the Complainant owns and provides its original evidence for all of the below

items 4-6 as evidence, and provide information and evidence of all of the following:-

date and place that the copyright work was first made or first published,;

name of the author of the copyright work;

name of the owner of the copyright work;

original copyright work (e.g. design drawings, sketches, etc) - NOTE: copies,

including photocopies or computer copies will not be accepted;

5. original evidence on proof of ownership of the copyright work - for example, in the
event the author of the copyright work is an employee of the Complainant, that
employee’s contract of employment; or in the event the author of the copyright work
is not the Complainant nor its employee, copyright assignment evidencing the
assignment of copyright from the author to the Complainant; and

6. original evidence of the date of (i) the first sale of the product/article to which the
copyright work relates (e.g. invoices, shipping documents, etc) or (ii) the first
publication of the copyright work, and such evidence must clearly identify the
product/article in question

PO~

For any complaint made under Option 2, complainants will also be required to complete,
provide and confirm all the above information and evidence in a standard-form checklist
(which is available for download at
[http://tpwebapp.hktdc.com/fair/Multi_fairs/pdf/Copyright/1.pdf] or to be provided by TDC
at the time of the complainant’s filing of the complaint). If any of the required information
and/or evidence is missing or otherwise incomplete, or if any of the information and/or
evidence provided are, in TDC’s opinion, unreliable, conflicting, false or inaccurate in any
manner, the relevant complaint will not be processed or will be rejected.

B. Trade Mark

1. Original or certified copy of a valid Certificate of Registration of Trade Mark in Hong
Kong including any renewal certificates or proof of renewal (NOTE: foreign
registrations will not be accepted); and

2. An up-to-date printout of the Trade Mark Records as available on the Hong Kong
Intellectual Property Department’s Online Search System, showing the registration
details of the trade mark and printed within one (1) week of the date of the complaint.

C. Registered Design

1. Original or certified copy of a valid Certificate of Registration of Design in Hong
Kong including any renewal certificates or proof of renewal (NOTE: foreign
registrations will not be accepted); and

2. An up-to-date printout of the Register of Designs as available on the Hong Kong
Intellectual Property Department’s Online Search System, showing the registration
details of the registered design and printed within one (1) week of the date of the
complaint.
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D. Patent

1.

Original or certified copy of a valid Certificate of Grant of Patent in Hong Kong
including any renewal certificates or proof of renewal (NOTE: foreign registrations
will not be accepted);

If the patent relied on is a short-term patent, either one of the following in respect of

the patent:

a) Original or certified copy of a Certificate of Substantive Examination in Hong
Kong;

b) Original or certified copy of a request for substantive examination filed with the
Hong Kong Registrar of Patents, together with a written confirmation that the
request has not yet been determined, rejected or terminated; or

c) Oiriginal or certified copy of a certificate granted by the Hong Kong court
certifying that the claims of the patent sought to be relied on by the
Complainant is valid.

A written opinion from the following individual(s)stating that the Hong Kong patent is
valid and infringed by the display of the Exhibitor's product or material in dispute
during the Fair with clear and specific reference to the alleged infringing product in
question:

a) A certified or registered patent agent or attorney so certified or registered in a
jurisdiction outside Hong Kong and providing patent agency services in Hong
Kong; and/or

b) Hong Kong qualified lawyer experienced in the patents field.

And any other evidence that the TDC and the Legal Advisors may require depending on the
specific facts of the case.

Documents Required as Evidence of the Advertiser’s Right to Place, Display or
Publish the Advertisement Complained of

1.

Documents required as evidence of subsistence and Advertiser’'s ownership of the
relevant intellectual property rights (see the requirements for each type of intellectual
property rights in A, B, C and/or D above (as applicable)); or

Original or certified copy of valid agreement(s) or license(s) from the intellectual
property rights owner authorizing or granting the Advertiser the right to use, publish,
display and/or otherwise deal in or with the relevant works, marks, designs, and/or
patents featured in the Advertisement(s) complained of.

And any other evidence that the TDC and the Legal Advisors may require depending on the
specific facts of the case.

* The TDC reserves the right to amend any contents in the Exhibitor's and Advertisers’ Brief
(including without limitation the documents required for filing a complaint) at any time without
prior notice.

In the event of any differences between the English and Chinese versions of this document,
the English version shall prevail.
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Appendix 2 - Notice on Electricity supply / Fair System & Furniture

it 2 - BAHE - BHUALE REERESI

Attention to All Exhibitors 2E &3 T2

Electricity Supply & /7{it JE

For the standard socket (if included in the booth package) provided by the Organisers, please be
reminded that the fuse maximum capacity is 500watt for one electrical appliance only. Exhibitor
should also check which type of socket you have ordered (if any) and its power limitation. The fuse
will be broken if electricity consumption exceeds the power supply limit. HKD50 will be charged for
each fuse re-installation. No multi-plug or extension cord are allowed to be connected to the
socket. Organisers reserve the right to suspend the electricity supply until the problem is rectified by
the exhibitor concerned.

BUEMBRAGRBEZENEE  HEAHAEERMRRS00watt I FZE -—BF
B -2RBFESETHERZAEEHREE S REENEEHEHEAEELR
N7BBAERE  DUeRR4EHE SEVLEFRBRANERREEAL+T 2E8
DZREEFLZEEBREBENER — KRB IPRERRERLHREREINES

EHZSEBRBEMEELRE -

The electrical appliance used by the exhibitor on-site should be a 3-pin plug and in compliance with
the electrical safety requirements (as shown in the picture).

SRBMABZEZAmMOAERATEENLEZRBN=-HEE (WE
R e

For those exhibitors who ordered lighting connections only, please contact the “Technical Service
Counter” for power supply once your lightings are installed. The exhibitors shall be solely responsible
for any consequences caused by the electrical appliances they bring to the fair.

A?Pﬁ EHAENEGERB (RETESTRLZEEERER)  EETLXEEE
' BHEEEZ " (‘*E“EEEEF’E 2 LB HFENER - %Eﬁﬁ%%ﬁﬁ?%

mZ%%ﬁﬁﬁ%ﬁﬁ%l@lZEﬂ REBMEBERME

Fair System & Furniture #4518 k& B

No tapes, nails, fixtures, removals or modifications of any kind are allowed to be applied to the official
booth structure. Please request for booth modifications at our Technical Services Counter ONLY.
Exhibitors are liable to any damage caused to their booth fixtures and fittings at the fair.

2 RV $%7F ?‘EQVEEH%ECZHW% g3 ‘JZS‘FE&EEH%E MAEE EEEE
FoMBHELLE  FREMR Bﬁﬁﬁ%“‘*?ﬁiﬁ%ﬁﬂ BEEURRSAEEN
EE@EE’%—TEXEEI%EWE\EFL

Each square metre of wooden shelf and cabinet top can only support weight under 3kg. Hanging
objects from ceiling beams and system panels are prohibited.

BRAER R MEEE R
BEHETWH -

{EREABRE=22TZ2YHK  RTEERRBUBRER

For safety reasons, standing on the table, chairs, cabinet tops or showcase tops, etc. are strictly
prohibited.
ERZxziEH .

BEEUVESF BF MWESIRERTES -

The exhibitor undertakes to indemnify the Organisers from any claims caused by their decoration / construction works done to

the shell scheme.

SRBRE -

HREOREREERZARBRESH T iEMm5 I RAIRE

C EWMEERARE -

The exhibitor is recommended to take out insurance policies to cover itself against all potential liabilities. The exhibitor shall be
solely responsible for death, injury, damages or any consequences in relation to the violation of any of the above guidelines.

ERZREAAN N ERRNMEEEEREEERR

WEREEFMBSEE -

- BERMU EEEES - SRAGHSIRZET  ABEE - BRAE
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Appendix 3 - Guidance to Custom Built exhibitors for on-site usage of electricity

M 3 - HESEBIESH - RISERAENIESI

- For electricity supply you have ordered from Official Contractor, exhibitors must have their own electrician. The Official

Contractor will not provide installation and connection services for own lights and electrical appliances.

BEZSRBVBEAFEERIA - ABEAEARASRULERERREFHESREMERNEREERERAM -

- Total power consumption shall not exceed the current specified. In case of overload, the organisers reserve the right to

suspend the electricity supply until the problem is rectified by the exhibitor concerned.

SEBAPECHHERAYEAEBBCHFEZREE - IEASEER - TRHEERURIHEZAFSEEREE

)
=
W

IE -

- In compliance with the Electricity Ordinance (Chapter 406) Electricity (Wiring) Regulations, all electrical installations,
inspection and testing must be carried out by a registered electrical worker together with a registered electrical contractor.

“Certification of installation, inspection & testing” (Form WR1) should be submitted to the Official Electrical Contractor by

3pm on the last move-in day. Failing to provide by 10pm on the last move-in day will result in suspension of electricity supply
throughout the fair period. The employer of the electrician shall be liable for any damages caused if the electrician fails to

comply with the above requirements.

BENRP (55406 F) S (KR8] AP FMEBNLZE RERASVOABREMERTIRAEREMEFRERBNT -
=

WA BRE WR1 BX REBESATF 3 SARFAEENRES - DIZZER - MARERZETF 10 RAIRE - RERN

RAEENHE - MERTAREFTS LHRAER - AEBEETAAERERISIEN—IER - SRBRERERUIEREE
BEEFFBANENTIARATERER - FERSEBURARERS - BRABLREEKRFAEERTA - FAENIRERBIL

YR E -

- ltis important that custom built exhibitor should take full responsibility of turning off main switch of the booth after fair

closes every day. For safety and energy-saving purposes, the respective contractor will be asked to come back to the fair
ground for turning off main switch if it is found still on in the empty booth. The organisers will not be responsible for any loss

subsequently caused by turning off the booth main switch if the responsible contractor is not accessible.

RESED SERER A BEHEBURSRAT  SL2ERFER  BEERESAHHARERE  BUFAEBRHEKRE

OE5EE - HERBRERBEEE  AERENS - WERZEMTBEXFAESR -

Hong Kong Trade Development Council

BEBESRER

Messe Frankfurt (HK) Ltd
FTHEERE (BE) BRAT




Appendix 4

& School Supplies rar EI)LUS

FEREEMIXARSBEAGR

1?/// [ P00

Caution on Fraudulent Emails

In view of the recent incidents of fraudulent emails in the market, the Organisers (HKTDC and Messe Frankfurt
(HK) Ltd) would like to remind our exhibitors to stay vigilant and take extra precautions. We hope that the
following tips may help to raise your awareness.

1) Ensure that the email is genuinely from the Organisers.
e Always identify the sender of the email from its domain.

2) Check the Organisers disclaimer (this point is not applicable to emails sent from Messe Frankfurt (HK) Ltd)
e All emails sent from HKTDC will carry the Council’s disclaimer at the bottom of the email.

3) Reconfirm bank account number and beneficiary name (Hong Kong Trade Development Council / Messe
Frankfurt (HK) Ltd) when making payments.

4) Always use trusted WiFi network
e There is always security risk when using untrusted public WiFi network to access emails. It is possible
that hackers can capture your emails or send fraudulent emails to you on untrusted WiFi network.

The above is for reference only. In case of doubt, please contact HKTDC hotline at (852) 1830 668 and quote
“Hong Kong International Stationery & School Supplies Fair” concerned.

REZRE /IO IR EREFE ERAYE N

AERTETELIRAGEERNRSR - TMEB (FEBEUBAEERERE (F8) ARRE)) FERESZE
EFEMUTEIE  IRKZARSES -

1) MEAEMEAEMEEEDL
o KEREBERHAZER

2) WMEBAZEMAEIWHBEIREER (MRIAEAREZE=ERE (58) ARATIRLEZEL)
s MMABRFEBERBRLZEBEIHEIIOM LREEMN

3) NRMBIVNOAZERITROREREMRFEEZE (HEE5%RE / Hong Kong Trade Development Council /
ZHERBRE (F8) ARAS/ Messe Frankfurt (HK) Ltd )

4) BRERARERASE
o ZRBNERAREGPEHMER BRABSIEARZANHT  DIMABRRZHNEBRERLTFERT -

UERIBRNEFSE  MATURE  BRENEEFELLRFEEHLR: (852) 1830 668 WtAZRENWEE - '&
BERERSERmE, -
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3. |Obtain Queuing Ticket P.11
4. |Offsite Mode P.17
5. |Geofence Mode P.22
6. |Free Flow Mode P.29
/. |Cancel Registration P.34
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Part 1

Pre-Event Stage



User Reqistration/ Login

1. Enter Hong Kong Local Mobile Number.
2. Click “I agree to the...... " to accept Terms & Conditions.
3. Click “Receive SMS Code”.

10:34 ull 56 2

21

User Registration

D | Agree to the Terms and Conditionsand the
Privacy Policy Statement of the app




User Reqistration/ Login

4. User will receive a SMS code of 6 digits.
5. Enter the code and Click Verify.

10:35 il 56 @)

{ Back  Verify Phone Number

SMS Code
410161




User Reqistration/ Login

6. Complete Registration.
7. User will enter “My Entry Ticket” Page.

10:41 il 2 @D
4 TestFlight
Refresh My Entry Ticket Add
=~ Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

Vehicle Pass Registration is Required

Entry Ticket




Register Vehicle Pass

There are 5 types of Vehicle Pass: Red, Blue, Green, Purple &
Yellow.

Vehicle Pass Sample

DELIVERY VEHICLE ENTRY PASS E -i'::
o

S Em AR T 'F"'
. _ HKCEC Loading Dock (Phase 1) b - -:L. -
NO.: RP-208402 | [HHCEC oxdng oock ap e

Permission to Phase 1 Container Lift ?

EEER—AEEE?

Event ZEEE :
(54010) Hang Lung Properties Limited Management
Conference
Venue 5t
(L1) H1ABC

Time of Entry & Remarks #3515/ & & :

(TY) 21 August 2023 0800-235%hrs;
(GF) 22 August 2023 0800-235%hrs;
(FF) 23 August 2023 0800-235%hrs

Download "Go HKCEC" mobile app for entry QR code

T&HGRMER) FHERZIUERAR I




Register Vehicle Pass

1. Click “Add” on the page of My Entry Ticket -

10:41 all = @D
<« TestFlight
Refresh My Entry Ticket Add
=2 Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

Vehicle Pass Registration is Required

Entry Ticket




Register Vehicle Pass

2. Allow Camera access.

3. Scan the QR Code on Vehicle Pass or Upload QR Code
Screenshot.

{ Back Scan Vehicle Pass QR Code

10:52

=~ Guide

Scan the QR Code on Vehicle Pass

©.: RP-208108 MACEC Loading Cucs. (M 1)
L LS S

it
rmEson to Phase 1 Coetamer Uit 7
e jEn
_—
rent ENEN -
(62265) HKTDC Food Expo (% #5151 4 W)

nue W{it

(L1) H1ABCDE

me of Entry & Remarks MEEW 5 81

IY) 18 August 2023 1000-1200hrs;
5F) 20 August 2023 1000-1200hrs; (FF)
3 August 2023 1100-1500hrs

Upload QR Code Screenshot




Register Vehicle Pass

4. App will redirect to the page of “Enter Vehicle Details”.
5. Enter Vehicle Registration.

6. Choose Type of Vehicle.

7. Choose Floor of loading and Phase 1 & Phase 2.*

8. Choose Time of Entry for loading.*

9. Click “Submit”

*The options for choosing is accordance with Vehicle Pass.

131 ull 56 @2

¢ Back  Enter Vehicle Details

Vehicle Registration

Type of Vehicle

Select an item ~

Floor Phase

~
L1 VJ [1 v
. vy

Time of Entry

Select an item v




Register Vehicle Pass

5. Registration completed with the message of “Continue to
Obtain Entry Ticket”.

10



Obtain Queuing Ticket

1. Click “Get Ticket”.

11:08 il 5G &3
Refresh My Entry Ticket Add
= Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

HKTDC Food Expo (& :
AHZEERTENH)

Timeslot
18/08 (10:00 - 12:00)

Phase & Level

Phase1-L11

Vegetarian Food Asia

2023 (GHEERE Cancelled
2023)

Timeslot

30/05 (13:00 - 14:00)

Phase & Level

Phase1-L3
Queue No. Now Calling
001 023

Use of Container Lift ll-ufi

= Q

Entry Teshea




Obtain Queuing Ticket
2. Click “Get Ticket”.

il 56 @)
Refresh

11:08
My Entry Ticket

< Back

~" Guide
Please Obtain Ticket

2023-08-03 11:04:54

Get Ticket

Cancel Registered Vehicle Pass

12



Obtain Queuing Ticket

3. Ticket is obtained with message “Ticket Obtained”.
4. Click “OK”.

13



Obtain Queuing Ticket

5. User will see the Queue No.
6. Click “Back” and wait for calling on registered Entry of

Time.

11:09 il 56 @&
< Back My Entry Ticket Refresh

-~ Guide

Ticket Obtained, Please Wait to
be Called within the Registered

Time

2023-08-03 11:08:56

Queue No.

001

Now Calling

Cancel and Re-register Vehicle Pass

14



Obtain Queuing Ticket

6. Ticket is obtained when user see the status of registration
to be shown as “To Be Released”.

11:09 all 56 &
Refresh My Entry Ticket Add
=7 Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

HKTDC Food

Expo (SN2
=RiEH)

Timeslot

18/08 (10:00 - 12:00)

Phase & Level

Phase1-11
Queue No. Now Calling
001 -

Use of Container Lift @

Vegetarian Food Asia

2023 (GHEERE Cancelled
2023)

Timeslot

30/05 (13:00 - 14:00)

Phase & Level

Entry Teths

15



Part 2

Event Days



Offsite Mode

When the Time of Entry starts with (TY), it represents vehicle is
required to reach Offsite Marshalling in Tsing Yi before driving to
HKCEC.

\......  FORREGISTRATION ONLY
T IR ER AR RS

DELIVERY VEHICLE ENTRY PASS
ZEHEWTOE

. _ HKCEC Loading Dock (Phase 1)
No.: RP-208402 D (1 1)

B R

Permission to Phase 1 Container Lift ?

EEAHER—EEAEE?

Event ZE1218 :
(54010) Hang Lung Properties Limited Management
Conference
Venue 5
(L1) H1ABC

(GF) 22 Atgust 2023 0800-235%hrs:
(FF) 23 August 2023 0800-2359hrs

Download "Go HKCEC" mobile app for entry QR code

THERNER) FHEBEAUERNAL ZHS

17



Offsite Mode

1. Allow Notification access.
2. When the Queue Ticket is called, User (Carplate: KA1234)
will receive in-app pop up notification:

Go HKCEC now
= Vehicle KA1234 has been called, please

&% | oroceed to Tsing Yi

3. The vehicle status will be changed to Go to Tsing Yi. Click
“Go to Tsing Yi".

131

My Entry Ticket

=7 Guide

ull 56 (‘)'

Add

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

HKTDC Food Expo

(FERRBERT

%)

Timeslot
18/08 (10:00 - 12:00)

Phase & Level

Phase1-11
Queue No. Now Calling
001 001

Use of Container Lift @

Vegetarian Food Asia

2023 (GGHEER Cancelled
2023)

Timeslot

30/05 (13:00 - 14:00)

Phase & Level
— 0)
L — N

Entry Ticket

18



Offsite Mode

1. Go To Tsing Yi according to the time shown.
2. Click “Tsing Yi Map” for site location.

13:18 ¢ ull 5G &2
£ Back My Entry Ticket Refresh
=L Guide

Your Ticket is Called and Proceed
to Tsing Yi Marshalling Area
before14:02.

2023-08-03 13:17:38

Tsing Yi Map

For Official Use

Cancel and Re-register Vehicle Pass

19



Offsite Mode

Click into the map for more details. User can exit the map by

clicking “Back”.
13:18 4 all 56 ©#3
¢ Back Location Map
| | W ACN, |

| =2 Guide k
Proceed to Location (Green Area)

I

. o

A\

N

THIHG SHEUNGD RD

®Maps

20



Offsite Mode

1. Security Staff will scan the App QR Code in the site.

2. Driver can drive to HKCEC after successful scanning.

3. Staff in HKCEC will scan the QR Code again. Vehicle will
be allowed to enter the loading area after successful

scanning.
13:29 il 5G &)
< Back My Entry Ticket Refresh
-~ Guide

Check-in Successful, Please
Proceed to the HKCEC

2023-08-03 13:28:55

For Official Use

Cancel and Re-register Vehicle Pass

21



Geofence Mode

When the Time of Entry starts with (GF), it represents vehicle is
required to Check-in out of the restricted area before driving to
HKCEC.

The reason for this is to avoid excessive vehicles parking around
HKCEC during waiting and cause traffic congestion.

P FOR REGISTRATION ONLY

L LY L

T T BRI AR RAES

DELIVERY VEHICLE ENTRY PASS
ZEEWTOE
No.: RP-208402 HKCEC Loading Dock {Phase 1)

wEsLEEE (115)

Permission to Phase 1 Container Lift ?

RERHER RS

Event jZ2)&i5 :
(54010) Hang Lung Properties Limited Management
Conference
Venue 5it :
(L1) H1ABC

Time of Entry & Remarks #3558 & &

(TY) 21 -235%hrs;
(GF) -235%hrs;
(FF) 23 -235%hrs

Download "Go HKCEC" mobile app for entry QR code

TH# MERMES) FREAELERAR ZEH

22



Geofence Mode

Restricted Area (Driver should stay out of red zone
when waiting for the calling of Queuing Ticket)

7
v 2
()
q

fuseum

helCentralfand ! €hai)Ferry
# @bsenvatiol
@ iSthict
Deck
Exhibition
Centre
oUCESTERE®
(D) Waso Cafe
D Burger Joysf) WAN CHAI AR
ire 4 INE D I S T R ICT \N;P"&

Restricted Area Boundaries

To the East Wan Chai Temporary Promenade
To the West Tamar Park

To the South Gloucester Road

23



Geofence Mode

1. Allow Notification access.
2. When the Queue Ticket is called, User (Carplate: KA1234)
will receive in-app pop up notification:

Go HKCEC now
Vehicle KA1234 has been called, please
check in by App and proceed to HKCEC

¥

3. The status of the vehicle will change to Check-in. Click
“Check-in”.

14:08 94 il 56 %

Refresh My Entry Ticket Add

=~ Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

Hang Lung Properties
Limited Management
Conference

Timeslot

22/08 (08:00 - 23:59)

Phase & Level

Phase1-11

Queue No. Now Calling
001 001

Use of Container Lift @

HKTDC Food Expo
(6-%:3 E-1oE3-1.- Il Go to HKCEC
i)

Timeslot

18/08 (10:00 - 12:00)

Phase & Level

e N\
o —_ Q)
" —

Entry Ticket

24



Geofence Mode
4. Click” View Map” to see the restricted area before clicking

“Check-in”.
15:31 il 5G @)
< Back My Entry Ticket Refresh

=~ Guide

Ticket is Called, Press “Check-
in”"Now

2023-08-1115:31:47

e <=

Cancel and Re-register Vehicle Pass

25



Geofence Mode

5. Driver is required to stay out of restricted area to check-in
and will receive a pop-up message.
Click “View Map” to see the restricted area.

14:04 all 56 4

{ Back My Entry Ticket Refresh

=" Guide

Ticket is Called, Press “"Check-
in”"Now

2023-08-03 14:03:35

Can please Check-in Outside of '25S
the Forbidden Area

OK View Map

26



Geofence Mode

6. The restricted area is shown.

.w--ucah

£ waN cHAl Ouman

y ZRDISTRIOT
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Geofence Mode

7. Pop up message will show the Check-in is successful.

Click “OK”.
8. Drive to HKCEC before the time as shown in the Guide.

CEC Staff will scan the entry QR code and allow access if
the scanning is successful.

5:38 al T @)
< Back My Entry Ticket Refresh

. Guide

Check-in Successful, Please
Proceed to the HKCEC before

18:38

2023-08-03 17:38:38

For Official Use

Check-in Success

Cancel and Re-register Vehicle Pass

28



Free Flow Mode

When the Time of Entry starts with (FF), it represents vehicle is
allowed to go to HKCEC directly according to the timeslot on the
vehicle pass after getting entry QR code on the app.

FOR REGISTRATION ONLY

T B O eI ER RS

DELIVERY VEHICLE ENTRY PASS
ZEEWTOE

. _ HKCEC Loading Dock (Phase 1)
No.: RP-208402 SR+ AN (110)

Permission to Phase 1 Container Lift ?

EEANER—HEEAER?

Event ;FE1 318 :
(54010) Hang Lung Properties Limited Management
Conference
Venue 5ith
(L1) H1ABC

Time of Entry & Remarks £5850 & &

(TY) 21 August 2023 0800-2359%hrs;
(GF) 22 -235%hrs;
|(FF) 235%hrs

Download "Go HKCEC" mobile app for entry QR code

THERRES) FHRERZIUENAL M

29



Free Flow Mode

1. Click “Get Ticket.

14:22 all 56 &3
Refresh My Entry Ticket Add
=7 Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

Hang Lung Properties

Limited Management [cCiQi=Cl
Conference

Timeslot

23)08 (08:00 - 23:59)

Phase & Level
Phase1-11

HKTDC Food Expo

(-3 Ei5ES-1.- M Go to HKCEC
¥)

Timeslot

18/08 (10:00 - 12:00])

Phase & Level
Phase1-11

LTS Cand Eweme

= ®

Entry Techsl



Free Flow Mode
2. Click “Get Ticket”.

14:22 llll 5G + '
< Back My Entry Ticket Refresh
= Guide

Please Obtain Ticket

2023-08-03 14:21:56

Get Ticket

Cancel Registered Vehicle Pass

31



Free Flow Mode

3. Driver can proceed to HKCEC at the registered time
directly with the entry QR code on the app.

14:23 .l 5G @)

£ Back My Entry Ticket Loading...

=2 Guide

Registration Successful, Please
Proceed to the HKCEC at the
Registered Time

2023-08-03 14:22:59

For Official Use

Cancel and Re-register Vehicle Pass

32



Part 3
Others



Cancel Reqistration

User can cancel the registration only before the entry QR code
to be scanned by HKCEC staff at loading area. The vehicle
pass can be used to go through the registration process once
again after cancellation.

1. Click “Cancel and Re-register Vehicle Pass”

11:09 ull 56 @)
£ Back My Entry Ticket Refresh
=L Guide

Ticket Obtained, Please Wait to
be Called within the Registered
Time

2023-08-03 11:08:56

Queue No.

001

Now Calling

Cancel and Re-register Vehicle Pass

34



Cancel Reqistration

14:23 wll 56 3
< Back My Entry Ticket Loading...
-2 Guide

Registration Successful, Please
Proceed to the HKCEC at the
Registered Time

2023-08-03 14:22:59

For Official Use

r

2. Confirm Cancellation -

14:23 9 il 56 4

< Back My Entry Ticket Refresh

=2 Guide

Registration Successful, Please
Proceed to the HKCEC at the
Registered Time

2023-08-03 14:22:59

35



Cancel Reqistration

3. Vehicle Pass can be used to re-register.

10:41 al & @D
4 TestFlight
Refresh My Entry Ticket Add
=2 Guide

Add Vehicle Pass, Follow the
Steps to Obtain Entry QR Code

Vehicle Pass Registration is Required

Entry Ticket

36
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FOR REGISTRATION ONLY

T AR RS

DELIVERY VEHICLE ENTRY PASS E -i'::
o

S e L eIE T 'F"'
. _ HKCEC Loading Dock (Phase 1) b - -:L. -
No.: RP-205402 EETLHEE (15) '_'.|.- o

Permission to Phase 1 Container Lift ?

EEHER - EETEE?

Event ;ZEN1E1E :
(54010) Hang Lung Properties Limited Management
Conference
Venue it :
(L1) H1ABC

Time of Entry & Remarks #1585/ & &5T :

(TY) 21 August 2023 0800-235%hrs;
(GF) 22 August 2023 0800-235%hrs;
(FF) 23 August 2023 0800-2359hrs

Download "Go HKCEC" mobile app for entry QR code

T# MFRRES) FREREAUERALR B
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. _ HKCEC Loading Dock (Phase 1)
No.: RP-208402 -+, ST (1)

Permission to Phase 1 Container Lift ?

EEAFER-EEA IR ?

Event ;Z# &8 :
(54010) Hang Lung Properties Limited Management
Conference
Venue 5t :
(L1) H1ABC

Time of Ent marks EESIEE & EE
(GF) 22 S -235%hrs;

(FF) 23 August 2023 0800-2359hrs

Download "Go HKCEC" mobile app for entry QR code

T&HFRMNER FHREAREAUERAL ZHE
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. _ HKCEC Loading Dock {Phase 1)
No.: RP-208402 AP+ AR (1 16)

Permission to Phase 1 Container Lift ?

REANERN RSN

Event ;281315 :
(54010) Hang Lung Properties Limited Management
Conference
Venue it :
(L1) H1ABC

Time of Entry & Remarks &S558 & & :

(TY) 21 August 2023 0800-235%hrs;
(GF -235%hrs;
(FF) 23 S -2359hrs

Download "Go HKCEC" mobile app for entry QR code
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EM RN ETISHEEES
SME Export Marketing Fund

Seize the Chancesg
Expand Matkets

SME Export

Marketing Fund

T¥XE 5 F
- Trade and Industry Department

SME Export Marketing Fund (EMF)

Eligibility

Non-listed enterprises* registered
in Hong Kong under the Business
Registration Ordinance (Cap. 310) with
substantive business operations in Hong
Kong.

=

Funding Ceilings

® Each enterprise: Cumulative amount
of $800,000

w

. —§
® Each application: 50% of the total
approved expenditure incurred or

$100,000, whichever is the less

Funding Scope

Trade exhibition held in/outside HK
(physical/online)*

Business mission (physical/online)

Advertisement on trade publication

E-platform/media for export promotion

Corporate website/mobile apps

* Effective from 30 April 2021, the funding scope of EMF has been
expanded to cover large-scale exhibitions targeting the local market
as well as online exhibitions, and the eligibility criteria has been
relaxed to cover non-SMEs, for a period of two years.

Application Methods

Applicant enterprises may opt to apply for Initial
Payment cum Final Payment or Reimbursement.

Initial lll!E H
Payment e----
Submit application C‘%

within 45 to 120
calendar days |
before activity

Activity
Final Reimbursement
Payment e e Submit application
Submit application | H-H I within 60 calendar

within 60 : days after activity

calendar days - ———- <605 f———a

after activity

Submission of Application
e Online e-Form
e By post/drop-in box/in person

For more details of the application methods and
procedures, please refer to the Guide to
Application. Application form and Guide to
Application can be downloaded from EMF's website
(https://emf.tid.gov.hk/en).

For enquiries, please contact:

SME Export Marketing Fund Branch
Trade and Industry Department

Room 1301, 13/F, Trade and Industry Tower,
3 Concorde Road, Kowloon City,
Hong Kong

Tel. 12398 5127

Fax. 12391 2646 /3525 0329
Email  :emf_enquiry@tid.gov.hk
Website : https://emf.tid.gov.hk/en

Trade and Industry Department
Hong Kong Special Administrative Region Government
April 2021




0 15 H i
B 3R 1 15

’ Trade and Industry Department

FUNBETISHEERES
SME Export Marketing Fund

FNEEHIGHEREEE

1]
I

AEEBRRBERECKEL (£3108)5
gjﬂ_zli/%ﬁf’fé%%% ZEFNIEETE

SR{ME : Rif80ET
f-,_ﬂ_

SR ER B ERA50%
T (LB EE A )

%. % @'

-
=

=)

BN EEE(FE/ML)

HEERE(ERR/ML)

B

BEZTMES

Wﬂ
gl

EFFRMENTNHOME

ARHBL BN EATER

E%\

*FH20214F4H300 L - EBNEEBAZRELIAM TS
REBRLERENRESNHALRES  DLAKERR
FR/NERAERER - %E&ﬁﬁﬁfﬁ

st

RFEEAEEE BN ERREAEREN -

B HRIEEK ;; H
SEEDE] @~
45ZF 12018 C%
SRS |
SEE
RHBIBER | EREH
EEES S ¢ EBR
60EERHE -- 1 60EBRHE
1 1
L. 60s|----!
B 75 gy =%
o HLEEFRK

o HIE/KE/MBEE

BERBHNLTFEN |%’ﬁ FFREEIES| - B
B K EEIES| Al E S 4 E (https://emf.tid.gov.hk/tc)
TE -

MAEH o ER B

TEEFE

RN EHIGHEESR
EBNAEWIHITE 35
THE 5 KE131#1301F

EEE | 23985127

{85 : 2391 2646 /3525 0329
ZH : emf_enquiry@tid.gov.hk
#@iL © https://emf.tid.gov.hk/tc

EEENITH R
IRE5Z
2021548




	1 Manual_Order Form_RL_DC
	2 Exhibitor Check-in Arrangement_RL_DC
	3 HKCEC Floorplan_IH_ML
	4-Move in and out_new_DC_ML
	假若 貴公司或其委託之承建商於進館及撤館時段後進行工作，必須向主辦機構繳交由香港會議展覽中心向主辦機構徵收的租場收費:
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	主辦機構嚴禁各參展商在其標準攤位內自行加建設施，現特請各標準攤位之參展商注意以下事項﹙參展商手冊第5.1條﹚：
	5.1標準/ 特級攤位

	租用標準攤位的參展商必須注意及遵守下列各項規定：
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	Note: Exhibitor can apply vehicle permit for move-in and move-out via “GO HKCEC” app.
	請注意：參展商登錄 “會展快運易”手機應用程式登記進館及撤館車輛許可證。
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