
[image: image1.jpg]@a |4, TREES, PEOPLE AND
A2 THE BUILT ENVIRONMENT3

56 April 2017 University of Birmingtam, U6 nternational Urban Trees Research Conference







EXHIBITOR BOOKING FORM 2017


Venue:
The Great Hall, University of Birmingham, Edgbaston

Set-Up:
Tues 4 April or before 8.15am on Wed 5 April 2017        Open:
 Wed 5 and Thurs 6 April 2017
Please book my organisation Stand Space (table, chairs, power and WiFi, and catering for one member of staff manning the stand) in the conference breakout area. I have noted that we must not exceed the space of 3m x 2m, as allocated by the ICF, and the set-up and open times for this stand.  
Exhibitor Fee: £415.00 + VAT (£498.00)       
   Confirmed Stand Reference*: TPBE3/__  OR




                                               ⃰  Issued by ICF
Refer to the Exhibition Floor Plan and select: 1st choice: ____   2nd choice: ____   3rd choice: ____

Booker/Contact Name:…………………………………………  Position: …………………………………

Company exhibiting:……………………………………………………………………………………

Type of Company:………………………………………………………………………………………

Address………………………………………………………………………………………………….……………….

…………………………………………………………………………………….…  Post Code: …….………………

Tel:………………………… Mobile: …………………………… Email:…...…………………………………………

Brief description of what you will be exhibiting/promoting:………………………......……………………….……

…………………………………………………………………..............................................................................
(  Your booking allows for one staff member to man the display if required. Please indicate who will be manning your stand below. Additional staff will be charged at £46 inc. VAT per head per day attending. Please give details and state any dietary or other requirements below. 

Name………………………………………………….

Job Title……………………………………………………..

Tel......................................... Email.................................................................. Dietary/Access.......................
Additional Name……………………………….……. 
Job Title…………………………………………………......
Tel......................................... Email.................................................................. Dietary/Access.......................

* Delete as appropriate if known.


I will / will not* require a table to be provided.  


I will/  will not* require access to a power point (Note: any electrical equipment must be PAT tested).


I will/  will not* require access to the internet through WiFi or other method

(  Declaration: I confirm that I have read and accept the terms and conditions of exhibiting given below.

( I have enclosed my cheque, or

( Please invoice my company quoting Purchase Order Number: ____________


Signed: …………………………………………..………………..……….   Date:……………………………….
Declaration of Conditions for Booking Stand Space

Please read the terms and conditions of booking Stand Space before signing the booking form.


1. This exhibition is part of the TPBE3 conference hosted and administered by the Institute of Chartered Foresters (ICF) as its National Conference 2017 on behalf of the Conference Partners.  ICF’s registered address is: Institute of Chartered Foresters, 59 George Street, Edinburgh, EH2 2JG. Tel: 0131 240 1425.  As ICF’s registered office is in Edinburgh, the laws of Scotland, UK, apply.
2. The currency for this conference is Pounds Sterling (GBP).  Exhibition space fees and additional stand staff fees are subject to VAT at the prevailing rate when the booking is confirmed/paid.
3. I acknowledge that as exhibition space is limited, stands will be allocated on a first come first served basis.  No stand is confirmed until payment in full is received by ICF and all stands must be paid for prior to stand access.  ICF will decline access by any company who has not paid in full for their stand.
4. I can confirm that my display will not exceed the space as specified unless with permission has been agreed with the ICF Conference Manager and that I will ensure my Stand Space is kept free from litter/packing debris.
5. I have noted that I am responsible for providing a copy of our current insurance certificate confirming Third Party Liability (no less than £1 million).  I have noted that I am responsible for other insurances, such as for my exhibits and activities on my stand. I accept responsibility for the safety and conduct of any guests that I may invite. I am also responsible for providing the ICF with a completed Risk Assessment Form and copy certificate before I can occupy the Stand Space.  I have noted that ICF will not be held liable for any loss or damage to exhibitors and/or their property.  I agree to be guided by the ICF or the University of Birmingham staff on matters or safety.
6. Information from the booking form will be used to provide a list of exhibitors which will be included in the Conference Brochure and on the ICF website.  Please ensure that you informing ICF of any changes.
7. Exhibitors are not given access to the conference or conference dinner unless the appropriate ticket(s) have been purchased through the online booking system.

8. I note that there will be no refund for cancellation of this order after 1 March 2017 and that cancellation prior to this date will be subject to the deduction of a £40 administration charge; there will be no refunds after 1 March 2017. However, if an exhibitor can substitute themselves with another company, ICF will accept this change but, depending on the date of the substitution, may not be able to reflect this change in the Conference Brochure.

9. I have noted that ICF reserves the right to ask for the removal of any inappropriate materials displayed at the conference.

10. Exhibitors must enclose a cheque payable to the “Institute of Chartered Foresters” for the exhibition fee or request an invoice which must be settled in accordance with the invoice instructions. Should there be late-availability of space, due to the withdrawal of another exhibitor, the new exhibitor must ensure that payment in full is received by ICF before they will be permitted to set up their stand. 
10. The information which you give when completing your application form will be used in accordance with the Data Protection Act 1998, and for the following purposes: to enable ICF booking to create an electronic and record of your application for a Stand; to enable the booking/application to be processed; to be able to list the Stand in the Conference Brochure, and to communicate with you regarding your Stand and the arrangements for the conference. The information will be kept securely, and for no longer than necessary.
Please send your Stand Space booking/application to:


Allison Lock, ICF (TPBE3), 59 George Street, Edinburgh, EH2 2JG 

or scan and email it to: allison.lock@charteredforesters.org

The Trees, People and the Built Environment II conference website is at: www.charteredforesters.org/tpbe3        Twitter: #TPBE3
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