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EVENT PLANNING AND COORDINATION
1. Exhibition Dates, Times and Location

Exhibition hours:
Tuesday, 11 May from 09:00–17:00;


Wednesday, 12 May from 09:00–19:00;


Thursday, 13 May from 09:00–19:00;


Friday, 14 May from 09:00–14:00.
The exhibition will be held in the conference section of ICAO Headquarters, Montreal, on the fourth floor. The sponsored hospitality events will take place in the exhibition areas.

2. Exhibition Set Up and Tear Down
The exhibition area will be made accessible for exhibitors to set up their booths on Monday, 10 May from 09:00–18:00. Tear down will commence on Friday, 14 May after 14:00.
3. On-Site Registration
On-site registration is compulsory. The registration desk will be open on Monday, 10 May from 15:00–17:00.
4. Exhibition Spaces
· Single Exhibition Space

A company renting an 8×8 feet (2.5×2.5 metres) single exhibition space must order an ICAO-authorised booth and accessories (furniture, lighting, facia, etc.) from GES Canada (see No. 7 below) as these booths are designed to fit specific locations in the exhibition areas.
A company renting a 10×10 feet (3×3 metres) exhibition space is not, however, obliged to order an ICAO-authorised booth. The company has the option to bring its own display or rent an ICAO-authorised booth and accessories from GES Canada (see No. 7 below).

· Double Exhibition Spaces

A company renting two adjoining exhibition spaces has the option to bring its own display or rent an ICAO-authorised double booth and accessories from GES Canada (see No. 7 below).
5. Building Restrictions
· Materials
An exhibiting company must ensure that the dimensions of any component of its exhibition materials fits into ICAO’s freight elevator. The elevator has a depth of 8 feet (2.5 metres), a width of 4 feet (1.2 metres) and a height of 7 feet (2.1 metres).
· Storage
Exhibitors should be aware that there are no storage facilities available in the ICAO premises for large boxes, crates, etc. Arrangements to store these items should be made with GES Canada under its terms and conditions (see No. 7 below).
6. Promotional Materials
Promotional materials must not promote military applications or make reference to the Republic of Taiwan.

7. Exhibition Services, Materials Handling and Drayage
ICAO has appointed GES Canada (Clarkson-Conway Inc.) as the official exhibition services provider and the official materials handling and drayage provider. Click here to view information about GES Canada’s customised booths, booth packages, accessories, display tables and services.

8. Transportation and Customs
ICAO has appointed Livingston Event Logistics as the official customs broker and transportation provider. Click here to view information about Livingston Event Logistics comprehensive shipping services and the assistance it provides to complete the necessary customs documents.

9. Audio Visual Equipment
ICAO has appointed Concept Audio Visuel as the official audio visual equipment supplier. Click here to view Concept Audio Visuel’s price list and order form.
10. Shipping
· Exhibition Materials
To facilitate Canada Customs clearance, it is strongly recommended that all exhibition materials are sent by courier (to track from collection to delivery) to Livingston Event Logistics (see No. 8 above). The exhibition materials should be sent to Livingston Event Logistics to arrive not later than 5 May.
Should it be necessary to send materials directly to ICAO, packages should be clearly labelled and sent by courier (to track from collection to delivery) to arrive not later than
6 May at the following address:
International Civil Aviation Organization (ICAO)
ICAO Colloquium on Aviation and Climate Change
999 University Street
Montreal, Quebec
Canada H3C 5H7

For the attention of: Mr./Ms. (last name), Company Name, Booth No. X, Box No. X of X, e.g. Box No. 1 of 4, Box No. 2 of 4, etc.
N.B. Materials sent directly to ICAO will be delivered to the loading dock. Delivery from the loading dock to the exhibitor’s exhibition space and vice versa will be undertaken by GES Canada under its terms and conditions (see No. 7 above).
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