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ORGANISER DETAILS 
Australian Exhibitions & Conferences Pty Ltd 
Level 2, 267 Collins Street 
Melbourne  VIC  3000 
Tel:   03 9654 7773 (Prior to the Event) 
Fax:  03 9654 5596 (Prior to the Event) 
Email: info@buffet.net.au 
Web: www.buffet.net.au 
 
VENUE DETAILS 
The Factory 
500 La Trobe Street 
Melbourne  VIC  3000 
Refer to Section C for Venue location map 
 
DATES & TIMES  
Friday 26 February 2010  10am – 5pm (Trade Only) 
Saturday 27 February 2010  10am – 5pm (Trade & Public) 
Sunday 28 February 2010  10am – 5pm (Trade & Public) 
 
MOVE IN TIMES 
All stands can commence product set up at 7am Friday 26 February 2010.  If you require access 
the day prior please contact the Organiser on tel 03 9654 7773.  
 
 
 
 
 
 
MOVE OUT TIMES 
Sunday  28 February 2010      5pm – 7pm 
 
ALL product must be collected from the Venue on Sunday 28 February 2010.  Any product 
remaining after 7pm on 28 February will be considered rubbish and will be discarded at cost to the 
Exhibitor.  
 
SECURITY OF PRODUCT 
We recommend that Exhibitors have a representative remains on their stand until all product has 
been removed from their stand.  Please ensure that all product to be picked up by couriers is well 
packed and labelled (clearly noting delivery address, contact name and mobile telephone number). 
Whilst security is provided at the Venue, it is physically impossible to track and monitor all 
movement of product within the Venue.  
 
DELIVERIES 
Goods cannot be delivered to the Venue prior to 7am on Friday 26 February 2010 without prior 
arrangement.  Responsibility cannot be taken for goods delivered in the absence of the Exhibitor.  
Goods must be clearly labelled with the Event name, your company and your stand number.     
 
 
 
 
 
 

IMPORTANT NOTE:  
 

All stands must be completed by 10am on Friday 26 February for the opening of 
the Event.  
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MOVE IN / MOVE OUT – LOGISTICS 
Venue Access  
Access to and from the building is via the main entrance located on La Trobe Street.   
 
Car Parking  
The closest car park is located on Spencer Street at DFO, next to Southern Cross Station (opening 
hours 5.00am – 1.00am).  There is also ample on street parking on La Trobe Street.   
 
Trolleys  
For an efficient Move In and Move Out, we suggest you bring a trolley.   
 
Move Out 
Items may be removed after close of the Event via the Entrance from 5pm on Sunday 28 February.   
 
All product must be collected from the Venue on Sunday 28 February 2010.  Any product 
remaining after 7pm on 28 February will be considered rubbish and will be discarded at cost to the 
Exhibitor.  
 
TESTING & TAGGING  
It is a legal requirement in Temporary Exhibition Work Sites that all electrical equipment be tested 
and tagged in accordance wit SAA 300 Wiring Rules and Code of Practice for Temporary 
Installations under the OH&S Act 2000.  Random checks may be carried out to ensure all 
equipment onsite within the Venue meets with Australian Standards.  Non-compliance will result in 
the owner of the equipment being asked to remove the equipment.  ExpoNet can provide an 
electrical tagging service onsite for a nominal fee.  
 
SIGNAGE 
Signs, banners and similar materials may not be nailed, stapled, hung or attached to the ceilings, 
walls, windows or any other surface of the Venue.  Damage resulting from installation will be a 
direct charge to the Exhibitor. 
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YOUR STAND DETAILS 
 
STAND PACKAGES 

2m x 2m Stand  
Walls  No walling is included 
Sign  No sign is included 
Lighting  No lighting included.  General Venue lighting has been arranged  
Flooring  Existing Venue floor (concrete), no artificial flooring provided 
Power  No power included  
Furniture  1 x Trestle Table  
 
3m x 2m Stand  
Walls  2.4m high, 40mm thick recyclable cardboard 
  Wall panels are a natural cardboard colour 
Sign  No fascia.  1 x sign per stand installed on rear wall (maximum 30 characters) 
Lighting  No lighting included.  General Venue lighting has been arranged  
Flooring  Existing Venue floor (concrete), no artificial flooring provided 
Power  No power included  
Furniture  1 x Mobile Clothes Rack, 1 x Trestle Table & 2 x Chairs  
 
4m x 3m Stand  
Walls  2.4m high, 40mm thick recyclable cardboard 
  Wall panels are a natural cardboard colour 
Sign  No fascia.  1 x sign per stand installed on rear wall (maximum 30 characters) 
Lighting  No lighting included.  General Venue lighting has been arranged  
Flooring  Existing Venue floor (concrete), no artificial flooring provided 
Power  No power included  
Furniture  2 x Mobile Clothes Racks, 1 x Trestle Table & 2 x Chairs 
 
5m x 3m Stand  
Walls  2.4m high, 40mm thick recyclable cardboard 
  Wall panels are a natural cardboard colour 
Sign  No fascia.  1 x sign per stand installed on rear wall (maximum 30 characters) 
Lighting  No lighting included.  General Venue lighting has been arranged  
Flooring  Existing Venue floor (concrete), no artificial flooring provided 
Power  No power included  
Furniture  3 x Mobile Clothes Racks, 2 x Trestle Tables & 4 x Chairs 
 
6m x 3m Stand  
Walls  2.4m high, 40mm thick recyclable cardboard 
  Wall panels are a natural cardboard colour 
Sign  No fascia.  1 x sign per stand installed on rear wall (maximum 30 characters) 
Lighting  No lighting included.  General Venue lighting has been arranged  
Flooring  Existing Venue floor (concrete), no artificial flooring provided 
Power  No power included  
Furniture  3 x Mobile Clothes Racks, 2 x Trestle Tables & 4 x Chairs 
 
ExpoNet is the official stand builder.  To order power or additional furniture contact ExpoNet on tel 
03 9676 7777.  
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FAQs - FREQUENTLY ASKED QUESTIONS 
 
What size is my stand? 
Refer to the correspondence accompanying this manual for your stand dimensions or contact the 
Organiser on tel 03 9654 7773.  
 
What is my stand number and location? 
Refer to the correspondence accompanying this manual or contact the Organiser on  
tel 03 9654 7773.  
 
What is included in my stand package? 
Refer to the correspondence accompanying this manual or contact the Organiser on  
tel 03 9654 7773.  
 
Can I attach items to the wall of my stand? 
Yes, you can.  Exhibitors are welcome to use pins, tape, velcro and paint on the walls.  All stands 
will be recycled after the Event. 
 
How do I arrange power or hire furniture for my stand? 
For power or furniture hire contact ExpoNet on tel 03 9676 7777 or refer to their online catalogue at 
www.exponet.com.au.  
 
Is there storage available onsite? 
There is no storage available onsite.  
 
When will I get my Exhibitor Badges?  Can I arrange additional badges? 
Exhibitor Badges, once requested (refer to Form 1) will be delivered to your stand during Move In.  
Additional badges can be requested onsite at the Registration Desk located inside the Entrance to 
the Event. 
 
Are there trolleys available onsite? 
No trolleys will be provided during Move In and Move Out.  We do encourage Exhibitors to bring 
their own trolleys.   
 
Where can I park whilst the Event is open? 
There closest car park is located on Spencer Street at DFO, next to Southern Cross Station 
(opening hours 5.00am – 1.00am).  There is also ample on street parking on La Trobe Street.   
 
How do I organise an internet connection? 
There are no phone or fax lines at the Venue.  Wireless internet is also unavailable at the Venue.  
 
What’s going to happen to my stand after the Event? 
From 7pm on Sunday 28 February, VISY will be removing all stands and crushing and recycling 
them.  If you would like to keep parts of your stand, please take these with your goods after the 
stand builders have dissembled your display.  For OHS reasons, do not attempt to disassemble 
your stand yourself. 
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CONTACT DETAILS 
 
ORGANISER 
Contact prior to Event 
Australian Exhibitions & Conferences P/L 
Level 2, 267 Collins Street 
MELBOURNE   VIC   3000 
Tel:  03 9654 7773 
Fax:  03 9654 5596 
Email:  info@buffet.net.au 
Website:  www.buffet.net.au 
 
Contact during the Event 
The Factory 
500 La Trobe Street  
MELBOURNE   VIC   3000 
 
 
AUDIO VISUAL HIRE 
Microhire 
4/11 Rocklea Drive  
PORT MELBOURNE   VIC   3207 
Tel: 03 9646 9882    
Fax: 03 9646 9772 
Email: caitlin.purcell@microhire.com.au 
Web: www.microhire.com.au  
Contact: Caitlin Purcell 
 
FURNITURE/PLANT HIRE/SHELVING/ FLOORING/ELECTRICAL 
ExpoNet 
44 White Street  
SOUTH MELBOURNE   VIC   3205 
Tel:  03 9676 7777 
Fax:  03 9676 7788 
Email:  madeleine@exponet.com.au 
Website:  www.exponet.com.au 
Contact:   Madeleine O’Gorman   
 
STAND BUILDER 
ExpoNet 
44 White Street  
SOUTH MELBOURNE   VIC   3205 
Tel:  03 9676 7777 
Fax:  03 9676 7788 
Email:  madeleine@exponet.com.au 
Website:  www.exponet.com.au 
Contact:   Madeleine O’Gorman   
 
 



FORM 1  
COMPULSORY  

 

PLEASE COMPLETE THIS FORM AND RETURN TO FAX 03 9654 5596 
BY FRIDAY 12 FEBRUARY 2010 

 

26 – 28 February 2010 
The Factory 

 

       ONSITE CONTACT DETAILS &  EXHIBITOR BADGES FORM 
 
 
 

1. YOUR COMPANY DETAILS  
 

Company Name: 
 
 

Contact Name:  Stand Number: 
 

Contact Phone Number: 
 

 

2. EXHIBITOR BADGE NAMES 

An Exhibitor Badge is issued to every person working on your stand during the Event.  These must be worn to 
gain entry to the Venue at all times during the Event. 
 

Print names clearly and in capital letters. 
 

 

1.   5.  

2.   6.  

3.   7.  

4.   8.  
 
DELIVERY OF BADGES: 
NOTE: BADGES WILL NOT BE MAILED. Badges will be delivered to your stand during Move In.  Additional or 
replacement badges can be requested onsite at the Registration Desk located inside the Entrance to the Event.  
 
 

3. ONSITE CONTACT DETAILS 
 

Please provide the name and mobile number of the person in your company who will be setting up the stand.  
These details are required to assist you if any issues should arise during Move In or Move Out.  

 

Onsite Contact Name: 
 
 

Onsite Mobile Number:  Fax: 

 

Email Address: 
 
 

 



FORM 2  
COMPULSORY  

 

PLEASE COMPLETE THIS FORM AND RETURN TO FAX 03 9654 5596 
BY FRIDAY 12 FEBRUARY 2010 

 

26 – 28 February 2010 
The Factory 

 

       SIGNAGE CONFIRMATION FORM 
 
 

 

 

BUFFET 2010 
 

Walls 2.4m high, 40cm thick recyclable cardboard 
Wall panels are a natural cardboard brown colour 
Exhibitors are welcome to use pins, tape, velcro and paint on the walls 
All stands will be recycled after the Event 

 

Sign No fascia.  1 x sign per stand installed on rear wall (max 30 characters) 
                     Note: A sign is not provided for 2m x 2m stands 
Lighting No lighting included.   General Venue lighting has been arranged 

Power No power included  
Flooring Existing Venue floor (concrete), no artificial flooring provided 

 
 
 
 

NOTE: Stand signs not confirmed before Friday 12 February 2010 will be printed using the company name as  
            listed on your Stand Application. 
 
 

1. YOUR COMPANY DETAILS  
 

Company Name: 
 
 

Contact Name:  Stand Number: 
 

Contact Phone Number: 
 

 
 
 

2. CONFIRM YOUR STAND SIGNAGE 
   

Tick one of the following options. Please indicate your requirements for your complimentary stand signage: 
 

Yes         We require standard signage as provided in the pre-built stand package. 
 

Maximum of 30 UPPER CASE characters including spaces, name only, please omit extensions such as Pty Ltd. 
Please write the name you wish to exhibit on your stand below: 
 
  

                               
                              

 

   
No          We do not require standard signage  
 

NOTE: Additional stand signage can be purchased by contacting ExpoNet on tel 03 9676 7777. 



FORM 3  
COMPULSORY  

 

PLEASE COMPLETE THIS FORM AND RETURN TO FAX 03 9654 5596 
BY FRIDAY 12 FEBRUARY 2010 

 

26 – 28 February 2010 
The Factory 

 

       PRODUCT & LABEL CONFIRMATION FORM 
 
 

As an Exhibitor at Buffet 2010 your company details will be listed on the onsite promotional flyer which is
available to all Visitors attending the Event.  To ensure you company listing is correct please complete the below
details.  
 
 

1. YOUR COMPANY DETAILS  
 

Company Name: 
 
 

Contact Name:  Stand Number: 
 

Company Street Address: 
 

 

Suburb: 
 
 

State:  Postcode: 
 

Company Telephone: 
 

 

Company Fax: 
 
 

Email Address: 
 

Web Address: 
 

 
Company Name to be used for marketing purposes (if different from above) 
 

_____________________________________________________________________________________________  
 

2. PRODUCT & LABEL INFORMATION 

On the spaces provided below, please print any labels clearly beside the appropriate category/s.   
ο Menswear ______________________________________________________________________________  
ο Womenswear ___________________________________________________________________________  
ο Denim _________________________________________________________________________________  
ο Footwear _______________________________________________________________________________  
ο Hats___________________________________________________________________________________  
ο Bags/Accessories ________________________________________________________________________  
ο T-Shirts ________________________________________________________________________________   
ο Publication______________________________________________________________________________

 



    FORM 4  
OPTIONAL 

 

PLEASE COMPLETE THIS FORM AND RETURN TO FAX 03 9646 9772 
BY FRIDAY 12 FEBRUARY 2010 

 AUDIO VISUAL & COMPUTER ORDER FORM    
                                                                                                                                                                                                                   

20 - 22 April 2010 
Melbourne Exhibition Centre 

26 – 28 February 2010 
The Factory 
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Banks 
The closest ATM facilities are located on Spencer Street at DFO and Southern Cross 
Station.  
 
Cafe  
A Mobile Cafe is located in the courtyard, situated outside the entry to the Venue.  Hot and 
cold items will be available for purchase during Event hours.  
 
Car Parking  
The closest car park located on Spencer Street at DFO, next to Southern Cross Station 
(opening hours 5.00am – 1.00am).  There is also ample on street parking on La Trobe Street.   
 
Care of Building  
You are not permitted to paint, nail, staple, screw or glue to any floor, ceiling or wall within 
The Factory.  Plastic sheeting must be first placed on the floor where turf, woodchips etc are 
used in your display.   
 
Communication Lines – Telephone, Facsimile, Modem Lines 
There are no telephone, facsimile or modem lines available at the Venue.  Wireless internet 
is also unavailable.  
 
Delivery of Goods 
Responsibility will not be taken for the safety of any items delivered to the Venue in the 
absence of the Exhibitor. 
 
Electrical Tagging 
It is a legal requirement in all temporary Exhibition Work Sites that all electrical equipment be 
tested & tagged in accordance with SAA 300 Wiring Rules and Code of Practice for 
Temporary Installations under the OH&S Act 2004. Checks may be carried out to ensure all 
equipment onsite within the Venue meets with Australian Standards.  Non-compliance will 
result in the Exhibitor being required to remove the equipment. ExpoNet can provide 
electrical tagging onsite for a nominal fee.  
 
Fire Proof Materials 
Any materials used for display purposes must conform to the following standards: 

- Non-combustible material 
- Inherently non-flammable material 
- Flame-proof fabric 
- Self-extinguishing plastic material 
- Plywood, hardwood, pulpboard or fibreboard rendered flame-resistant by a process of 

impregnation acceptable to the Venue authorities. 
 
Fire Risk 
The use of readily flammable material in displays, such as crepe paper, straw, untreated 
hessian, or PVC sheet (except on floors as a protective membrane) is strictly prohibited 
without the express approval of the Venue. 

Sawdust, tan bark or wood chips of a reasonable size may be used to decorate floors, 
provided a protective membrane is laid first and chips are slightly moist at all times.  Hay 
bales can only be used onsite if treated with fire retardant.  
 
First Aid 
In the event of any accident or emergency, please contact Security or the Organiser 
immediately. 
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Food & Beverage 
The Venue catering area has hot and cold running water.  If you require catering, kitchen 
equipment you will need to hire it.  A mobile café will be available for Exhibitors to purchase 
food and beverages during the Event. 
 
Food Sampling 
If you intend to give away samples of food or beverage you require a Melbourne City Council 
Permit to do so.  Please contact the Melbourne City Council on tel 03 9658 8815 or  
03 9658 8831. 
 
Insurance 
Goods Insurance 
The Organiser does not have an insurance policy, to cover Exhibitors’ goods.  You are 
therefore advised to extend your Property Insurance Policy to cover loss of stock and display 
equipment due to theft or damage. 

Public Risk Insurance 
All Exhibitors must have Public Risk Insurance cover of $5 million.  In most cases, this can 
be achieved by extending your policy through your insurance broker.  The Organiser does 
not provide a group cover. 
 
Non-Smoking Policy 
All internal areas of the Venue are non-smoking.  
 
Public Telephones 
There are no public telephones available at Venue.  The closest public telephones are 
located at on Spencer Street at DFO and Southern Cross Station.  
 
Public Transport 
Tram:  Trams running past the Venue include No 24, No 30 and the free City Circle tram. 

Train:  Southern Cross Railway Station is only a five-minute walk from the Venue along. 

Taxi: To arrange a taxi from the Event, telephone 131 010 (Northern Suburban), 131 008 
(Silver Top) or 132 227 (Black Cabs Combined). 
 
Rigging 
Rigging from the Gantries and Truss throughout the Venue cannot be utilised unless 
approved by Venue Management and their Engineers prior to the Event.  Gantries are not to 
be moved along track under any circumstances.  Contact Venue Management on tel  
03 9429 9277.  
 
Security 
Security will be in attendance during Move In, Move Out and throughout the Event.  It is your 
responsibility during Event hours to have someone on your stand 30 minutes before opening 
and until all Visitors have left the building.  Under no circumstances should Exhibitors leave 
personal valuables on stands.  Report any missing goods immediately to the Organiser. 

Whilst security will be present during the Move Out, you should have a staff member on your 
stand to protect your goods.  Pay particular attention to security of small valuable items, 
mobile phones, laptop computers etc. 
 
Staff Admittance 
Staff working on stands will not be admitted without presentation of their Exhibitor Badges to 
the door security guard.  Exhibitors may enter 30 minutes prior to the Event opening each 
day, or earlier with approval from the Organiser.   
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Stand Building and Design Regulations 
All temporary structures built for exhibitions must comply with the Building Code of Australia 
and all other statutory regulations current at the time of construction.  This includes areas 
pertaining to egress, height, fire safety and flammability ratings of materials.  All stands must 
be designed and constructed in accordance with all relevant Australian Standards and obtain 
Venue approval prior to the Event. 
 
Toilets 
Toilets are situated near the entrance to the Venue.  
 
Water 
The Venue catering area has hot and cold running water facilities.  




