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DEADLINES 
 
 

Deadline Before this Date Completed 

Custom Build Plans (admission refused if not 
submitted) 

Friday 23rd March  

Shell Scheme Risk Assessment  (admission 
refused if not submitted) 

Friday 30th March  

Furniture & Electrics, Stanco    
(surcharge after this date) 

Friday 6th April  

Telephone & Internet Orders, EForce 
(early booking discount, the prices increase by 
20% after this date and a further 20% on-site) 

Sunday 8th April  

Shell Scheme Extras, Enhanced Shell Scheme   
(surcharge after this date) 

Friday 15th April  

Audio Visual Orders, Blitz 
(suurcharge after this date) 

Tuesday 24th April  

Booth Catering Orders, Leith’s  Pre-show & On-site  

Deliveries & Freight, Agility/ICD 
 

Pre-show & On-site  
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BUILD UP AND BREAK DOWN SCHEDULE 
This schedule information is also contained in the full event schedule 
 
Monday 30th April 
 
Contractor Build Period    9am – 6pm 
 
Tuesday 1st May 
 
Contractor Build Period    8am – 9pm 
 
Exhibitor Set Up Period     2pm – 7pm 
 
Badge Collection     2pm – 5.30pm 
 
Welcome Reception & VIP Badge Collection 7.30pm – 9.30pm 
 
Wednesday 2nd May 
 
Exhibitor Set Up Period     8am – 9.30am 
 
Thursday 3rd May 
 
Exhibitor Set Up Period     8am – 9.30am 
 
Exhibitor & Contractor Break Down Period  3pm – 10pm 
 
 
Set Up / Contractor Badges 
 
All persons entering the venue during Set Up and Break Down periods must wear a 
temporary badge identifying who they are and with which company. 
 
A sheet of badges can be downloaded from the Exhibitor Zone/ Maps & Directions/ Arriving 
at the Venue 
They are designed to be printed on Avery No. L7165 
 
 
Excess Waste 
 
If you leave waste behind, and do not put it into the bins provided, you will be charged. 
“Excess Waste” will also incur a charge. Excess waste is defined as: Pallets, Boxes of 
Brochures, Stands & Stand Furnishings. Please ensure that you use the bins provided, and 
dispose of the above items off-site. 
 
 
New Floor in the Grand Hall 
 
We are very pleased to tell you that a new floor has been laid in the Grand Hall. Please take 
care not to damage it unnecessarily as they will be keen to charge for all dilapidation!
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ARRIVING & PARKING 
 
Arriving at the Venue 
 
Overleaf there is a map and directions to the venue. There are several entry points for your 
convenience. 
 
If you are delivering items in a vehicle, please 
head to Olympia way where you will be 
directed to the gate most convenient for your 
booth. Please unload as quickly as possible to 
free up space in the loading bay areas. 
 
If you are arriving on foot, the main entrance 
to the venue is on Olympia Way, opposite the 
underground railway line. 
 
Remember that your vehicle requires a 
Vehicle Pass (overleaf) and all contractors 
need to be wearing a badge identifying 
them. These can be found in the Contractors 
Appendix. 
 
During the Break Down period access to the 
hall is only available to contractors, or other 
staff assisting in the breakdown of stands, 
once it is clear of visitors. Cars and small vans 
will be parked up at the venue from two hours 
before the event closes. Larger vehicles may 
not enter the vicinity until two hours after the 
event closes. 
 
 
Unloading Your Vehicle 
 
Temporary parking for unloading is available close to the venue. Please drive to Olympia 
Way where you will be directed to the gate closest to your booth. Gate G, shown on the 
map above, is where most exhibitors and contractors will be directed to. 
 
Parking 
 
A map & directions can be found in this section, along with the vehicle pass that you need to 
put in your car screen window. 
 
The centre does have a multi-storey car park where you can park throughout the exhibition.  
However there is a charge for this and pre-booking space is recommended. To book spaces, 
call the car park booking office on +44 (0) 20 7598 2515 
 
Olympia Multi-storey Car Park (P3) 
The entrance is on Maclise Road, with pedestrian access on Olympia Way.  
Accessible parking spaces are available at street level.  
Postcode: W14 8UX 
 
Olympia Motorail Car Park (P4) 
This car park accommodates all cars, vans and Lorries, up to and including 7.5 tonnes. 
Postcode: W14 8UX 
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G Gate is the entrance most used for unloading & loading during  
set up & break down 
 
 
 
 
 Upon arrival go to Olympia Way where you will be directed to your 

nearest entrance. 



 

Organising the Booth
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LOGISTICS, DELIVERIES & STORAGE 
 
Deliveries 
 
If you decide not to use our recommended freight & delivery company Agility Logistics, 
please address deliveries to the following address: 
 
ap&m EXPO europe 
Stand Number 
Grand Hall 
Olympia Exhibition Centre 
London 
W14 8UX 
 
The venue and organisers cannot take responsibility for any deliveries. If you are not there to 
sign for them, the delivery will be turned away. 
 
If you are concerned that you will be unable to receive your delivery, we recommend that 
you make use of the services of the recommended logistics company. 
 
No Deliveries will be brought to your booth after 9.00am on Wednesday 2nd & Thursday 1st 
May 2011 
 
 
Agility Logistics 
 
Logistical Assistance  Agility Logistics  RECOMMENDED 
 
We strongly recommend that you ship your goods to the event using Agility Logistics.  
 
Contact:  Richard Web 
Tel:   +44 (0)121 780 2627 
Email:   rwebb@agilitylogistics.com
 
Service Information can be found in the Contractors appendix. Email Richard for a no 
obligation quote 
 
Booth Deliveries via Fork Lift Trucks  Agility Logistics  REQUIRED 
 
There is a new floor that has been laid in the Grand Hall, Olympia. NO one other than Agility 
Logistics are authorised to drive vehicles across this floor. 
 
If you require assistance with delivering boxes to your booth, please contact Richard for a 
quote 
 
Storage  Agility Logistics  REQUIRED 
 
There is no on-site storage available. Should you wish to store boxes & packing, please 
contact Richard Webb at Agility Logistics, who can store items off site & return them to you 
at the beginning of the break down period. A cost will be incurred. +44 (0)121 780 2627 

mailto:rwebb@agilitylogistics.com
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MY EXHBIIT STAND 
 
If you do not know what size booth you have, please refer to your Exhibitor Booking Overview 
Sheet. It will tell you the size, in sqm, whether you have booked shell scheme and the length 
of each of your walls. 
 
If this is your first time exhibiting, or would like to be guided through the process of fitting out 
your booth, please refer to our BOOTH GUIDE 
 
BOOTH RISK ASSESSMENTS 
 
Every booth must provide a risk assessment. This risk assessment includes a declaration for the 
Sales & Supply of alcohol, which must be completed to state whether or not you intend to 
serve refreshments at your booth. 
 
The type of risk assessment you need to complete depends on whether you have a Shell 
Scheme booth or a Custom Build booth. 
 
Here is an outline of the different booths and their risk assessment requirements: 
 
I HAVE THE BASIC STANDARD BOOTH 
 
Shell Scheme Booths
 
As standard every booth includes an electrical & lighting package unless you deselected this 
at the time of booking.  
 
Standard Electrical Package: 500kW power, one socket, 2 spotlights. If you wish to specify 
where your electricity point is situated on your booth please fill in the Booth Diagram from 
their online order site and return it to nabila.elias@stanco.co.uk  
 
Furniture is not included with your booth as standard. A set of basic packages can be 
ordered via the form in this manual, alternatively their full catalogue is held on their online 
order site. 
 
The Carpet on your booth is light grey. If you wish colour to be changed you can order via 
Stanco. A charge will be involved. Full details are on their online order site. 
 
A diagram & dimensions of a shell scheme booth is on page 14 
 
Deluxe Shell Scheme (ordered separately) 
 
We are once again offering the opportunity to upgrade your booth to a deluxe shell scheme 
allowing you to choose your fascia, panels and flooring. Please refer to the BOOTH GUIDE for 
details and an order from 
 
Shell Scheme Booth Risk Assessments 
 
If you are filling your booth with pop-ups, pull-ups, modular display stands, furniture & AV 
equipment, etc, you need only fill in this simple risk assessment. 
 
All Exhibitors must fill out Part A of the Shell Scheme Stand Stand Risk Assessment. If your 
stand includes anything listed in Part A please continue to the second page. If you plan to 
supply alcohol on your stand, that is not being supplied by Leith’s,, please also fill in Part C 
 
 

http://www.aviationindustrygroup.com/Media/MediaManager/grid.XLS
mailto:nabila.elias@stanco.co.uk
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I WILL HAVE MY BOOTH DESIGNED & BUILT (aka the Custom Build Stand) 
 
If you are planning to build a custom stand using an external contractor, you may need to 
consider becoming a Space Only booking, or removing the Ceiling Grid and Fascia 
 
‘Space Only’ Booking
 
A ‘Space Only’ booking refers to a booking that does not include shell scheme. To qualify for 
a ‘space only’ booth your stand must be open on at least 3 sides. This means your booth will 
either be an “Island” booth, with no shell scheme, or it will have one wall that is required for a 
neighboring booth. 
 
Discretion is held by the organizers to approve space only booths. If you wish to change your 
shell scheme booth to become a space only booth please contact Colin Hall on +44 207 579 
4864 
 
Shell Scheme Booth – no ceiling grid and fascia 
 
When you cannot become a ‘Space Only’ booking, because your booth is mid row or on a 
corner with 2 neighboring booths, you can still build a custom stand within the space. Upon 
your request we can remove the ceiling grid and fascia. Lighting can be attached to one of 
the back or side walls. 
 
If you wish to remove your ceiling grid and fascia please email Lucinda 
lucinda.springett@ubmaviation.com
 
Custom Build Stands & Onsite Management 
 
All stand construction will be monitored during build-up by our appointed structural engineer 
and floor management team. Stands which appear to be complex (see overleaf for 
definition), which have not been submitted for approval, will be challenged and 
construction may be stopped until satisfactory information has been received. 
  
The venue reserves the right to monitor all construction activity and to challenge risk 
assessments and the methods employed. 
 
Custom Build Stand Risk Assessments 
 
If you have taken a “Space Only” booking but only plan to use pull ups and furniture, you 
can fill out the Shell Scheme Book Risk Assessment described on the previous page 
 
If you are building a custom structure within a ‘Space Only’ booking or a booth that has had 
the ceiling grid and fascia removed, please read overleaf and submit the relevant 
documents no later than March 25th. 

mailto:lucinda.springett@ubmaviation.com
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EXHIBIT HALL CUSTOM STAND INFORMATION 
 
Submission of Stand Plans & Risk Assessment: Space Only bookings 
 
If you are building a custom structure in a Space Only booking or where you have had the 
ceiling grid and fascia removed the following must be submitted to the organiser by no later 
than Friday 25th March 
 

• Detailed scale drawings, including plan views and elevations 
• Details of the materials used to construct the stand 
• A plan showing its location within the exhibition 
• A risk assessment (to include fire hazards) 
• Method statement 

 
Submission of Stand Plans & Risk Assessment: Complex Structures 
 
As the organiser we must submit full details of all complex structures no later than 28 days 
prior to tenancy. Therefore no complex structure will be permitted to be built if a complete 
set of plans is not submitted by Friday 25th March. 
 
Definition: A complex structure is any form of construction of any height, which may require 
input from a structural engineer.   
  
If a stand is not constructed from ‘shell scheme’, it is the responsibility of the stand designer to 
determine whether the construction is complex or not. 
 
Examples of complex structures: 
-        Any structure, regardless of its height, which requires structural calculations  
-        Any part of a stand or exhibit which exceeds four metres in height  
-        Multi-storey stands 
-        Suspended items, e.g. lighting rigs, signage 
 
Plans Required 
 
Permission to build any complex structure will not be given until Lucinda Springett has 
received 2 copies of the following (written in English): 
 
1.      Detailed, scaled structural drawings showing: 

• Plan views of each storey of the stand 
• Sections through each storey of the stand  
• Elevations including full steelwork and staircase details  
• Width and position of gangways within the stand 
• Floor and/or roof loading 
• Specifications of materials used 

2.      Structural calculations 
3.      Risk assessment (to include fire hazards) and method statement  
4.      Written confirmation from an independent structural engineer, with adequate 
professional indemnity cover, that the design is safe for its purpose.  
 
Each item of information should state the event name and stand number. 
 
These have to be sent to the venue and signed off by a structural engineer before permission 
to build is granted. If any complex structure is modified after the submission of the above 
information, plans must be re-submitted with details of all modifications and a structural 
engineer’s confirmation that the final overall design is safe for its purpose. 
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Technical floor and hall plans are located at the back of this section 
 
Construction Heights 
 
Height restrictions on stands will vary depending on where your booth is located. If you have 
any queries related to where you stand is located and the space available, please contact 
Lucinda on +44 (0) 207 579 4866 lucinda.springett@ubmaviation.com
 
Grand Hall 
 
There are no maximum height restrictions in the central part of the hall. Please note that all 
builds over 4.2m constitute as Complex Stands. 
 
Under the Gallery (outside edges of the hall) 
 
Construction heights are different throughout the gallery area. If you are building your own 
stand, located under the gallery, please contact Lucinda. 
 
The venue would like to remind exhibitors that: 
 

• Contractor Badges must be worn whilst on-site. Badges are located at the back of 
this section. 

• All gangways shall be maintained, unobstructed and available at all times 
• Where raised platforms are provided, the corners of the stands at gangway junctions 

shall be rounded off or splayed, or otherwise protected so as to ensure clear passage 
and remove trip hazards 

• While the exhibition is open to visitors, no motor vehicle shall traverse the gangways 
and no hand trolley, truck or mobile shop shall be left unattended 

• No stand building or dismantling shall take place whilst the public are in the venue 
• Any night sheets used in conjunction with a stand shall not protrude into gangways 

and must be secured in a rolled up position so as not to cause an obstruction 
 
NEW FOR 2012: PLEASE PROVIDE THIS INFORMATION TO YOUR CONTRACTORS 
 
There has been a new floor laid in Olympia Grand Hall. Please ensure your contractors 
receive this information 
 
Mark-out: The approved method of marking out is by Illumingraph fluorescent, water-based, 
pigment ink pen.  If you mark the floor as part of your build process please note that only 
these pens may be used.  Tape, paint and other types of marker pen may not be used.  
 
Stand construction: As you'll already be aware, fixing to the hall floor or any part of the fabric 
of the building is not allowed.  Any dilapidation caused which is over and above normal 
wear and tear is charged to the organiser after the event.  
 
Carpet laying: The approved floor tape for use in the Grand Hall is manufactured by Boma 
and the reference code is 4103.  If you need a supplier, R.A. Wood can be contacted on 
01543 578331/ www.rawood.co.uk.  Gaffer tape, parcel tape and any other tape with a high 
adhesive content is not allowed.  Whilst a charge is made for removing any residue left on 
the floor after the event, this is a labour-intensive operation and we would obviously prefer to 
avoid it. 
 
Waste: Please let us remind you that you should not leave behind flooring or stand 
construction materials. The organizers will be charged for all materials left in the grand hall, 
and in turn will charge the exhibiting company. 

mailto:lucinda.springett@ubmaviation.com
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CONTRACTORS 
 
 
Furniture, Electrics, Flooring, Stand Building 
 
Stanco (SO GROUP) MONOPOLY SUPPLIER     Check online site for early booking discounts 
 
Order at http://www.stanco.co.uk/options/AIRLINE2012/ and select from their full catalogue of 
furniture, electrical extras and specialty flooring 

Alternatively choose from one of our furniture packages or to upgrade to our “deluxe shell 
scheme” package via the order forms at the back of this section. 

 
Catering 
 
Leith's Earls Court & Olympia  MONOPOLY SUPPLIER 
 
Contact Silvia with your requirements and she will provide a quote. 
 
Silvia Scapolo, Head of Sales & Events 
Tel:           0207 370 8120 Mob:        07789876017 Fax:          0207 370 8166 
 
Or visit www.leights.standelivery.co.uk to place an order.  
 
As Leith’s is the monopoly on-site hospitality caterer at the Olympia Exhibition Centre, 
corkage charges will apply if you choose to buy from an alternative supplier. Leith’s has the 
right to approach your stand and question where you purchased your food and beverages, 
and will enforce their corkage charges. 
 
Leith’s can produce a broad range of catering services to meet your needs. We strongly 
recommend ordering before the show to ensure your requirements are met. Visit their 
website to place your orders. You will need to register with Leith's to keep your details secure. 
 
 
Telephone & Internet
 
EFORCE MONOPOLY SUPPLIER  Early Book Rate until 8th April 2012 
 
Contact:  Kelly Smith 
Tel:   +44 (0) 20 7370 8400 
Email:   kelly@eforce.co.uk
 
Rate Information & an Order Form can be found at the back of this section 
 
 
Audio Visual 
 
Blitz  RECOMMENDED  Surcharges apply after 24th April 2012  
 
Contact: David Smith 
Tel:   +44 (0) 20 7598 2538 
Email:  dsmith@blitzcommunications.co.uk
 
Rate Information & an Order Form can be found at the back of this section 

http://www.stanco.co.uk/options/AIRLINE2012/
http://www.leights.standelivery.co.uk/
http://www.aviationindustrygroup.com/Media/MediaManager/Airline Purchasing Expo 09_0.pdf
mailto:kelly@eforce.co.uk
mailto:dsmith@blitzcommunications.co.uk
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Rigging 
 
Outback Rigging MONOPOLOY SUPPLIER 
 
Contact:  Colin Caston 
Tel:   +44 (0)208 993 0066 
Email:   colin@outbackrigging.com 
Web:   www.outbackrigging.com
 
Please contact Colin to request a quote for rigging 
 
 
Deliveries & Freight 
 
Agility Logistics  RECOMMENDED 
 
We strongly recommend that you ship your good to the event using Agility Logistics.  
 
Contact:  Richard Web 
Tel:   +44 (0)121 780 2627 
Email:   rwebb@agilitylogistics.com
 
Email Richard for a no obligation quote. Service Information can be found at the back of this 
section. 
 
Please note that when arranging your own deliveries via a courier service you must be at 
your stand to sign for them. Full information about deliveries can be found at the front of this 
section. 
 
 
Booth Deliveries via Fork Lift Trucks 
 
Agility Logistics  MONOPOLY SUPPLIER 
 
Contact:  Richard Web 
Tel:   +44 (0)121 780 2627 
Email:   rwebb@agilitylogistics.com
 
There is a new floor that has been laid in the Grand Hall, Olympia. NO one other than Agility 
Logistics are authorised to drive vehicles across this floor. 
 
If you require assistance with delivering boxes to your booth, please contact Richard for a 
quote

mailto:colin@outbackrigging.com
http://www.outbackrigging.com/
mailto:rwebb@agilitylogistics.com
mailto:rwebb@agilitylogistics.com
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VENUE SERVICES 
 
 
Business Facilities 
 
Photocopying, faxing and IT facilities, including Internet access, are available in the Venue 
Management offices. A list of charges is available upon request. Payment must be paid by 
cash or cheque on receipt of the service. Normal open hours are Monday to Friday 0900–
1700. Speak to a member of the organizing team for more information 
 
Cleaning 
 
Your stand will be cleaned after the set-up day on Tuesday. Please make sure that you do 
not leave empty boxes out that you wish to keep. For extra cleaning services please speak to 
Lucinda 
 
Cloakroom 
 
The Conference Centre cloakroom is located by the Taste Italia café. Turn right as you enter 
the hall from the registration foyer 
 
Internet 
 
A free WiFi services is available by the Taste Italia café. For details of the full range of (paid) 
services available at your booth, please contact: eForce Sales Tel: 020 7370 8400 Fax: 020 
7370 8405 email: kelly@eforceeco.com 
 
First Aid 
 
The Medical Centre is located on level 1 of Olympia Two. It is staffed throughout tenancy 
hours and can be contacted via the Control Room on 020 7598 2411. All Control Room staff 
are first aid trained and will respond to incidents outside tenancy hours. General advice can 
be obtained from the Medical Centre on 020 7598 2485, however, please bear in mind that 
staff may not always be present in the Centre, if attending medical emergencies elsewhere. 
 
If it is necessary to call an ambulance to an incident, please make sure that this request is 
directed via the Control Room. Speak to a member of the organizing team for more 
information 
 
Parking 
 
Parking can be pre-booked at reduced daily rates via EC&O’s web site: www.eco.co.uk or 
by calling 0207 598 2515  
 
Storage 
 
There is no on-site storage available. Should you wish to store boxes & packing, please 
contact Richard Webb at Agility Logistics, who can store items off site & return them to you 
at the beginning of the break down period. A cost will be incurred. +44 (0)121 780 2627 
 
Evacuation Information 
 
All exhibitors should be aware of the evacuation procedures for the Grand Hall. Please refer 
to the Attendee Guide for details. A copy of evacuation information, the full event risk 
assessment and health & safety information will be available on site at the ap&m events 
booth 
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E X H I B I T I O N   H A N D L I N G   &   F R E I G H T   O R D E R   F O R M 

 

Unit 18, Third Exhibition Avenue 
NEC, Birmingham 
B40 1PJ 
Tel:  +44  (0) 121 780 2627 
Fax: +44  (0) 121 780 2329 

 

 

 

 

Contact:     Richard Webb 
Email:        rwebb@agilitylogistics.com   

 
Airline Purchasing & Maintenance EXPO, 1-3 May 2012,  Olympia, London 

 
  
Stand No                      Hall No                         Date required for delivery to stand  
 

DiNumber and Type of 
Packaging Description of Goods Gross 

Wt. Kg L W

 

 

    

We require the following services: (tick as required) 

 UK /Overseas transport from your premises to site & return 

Please provide a no ob

  Transportation 
  Transit insurance (p

 
 Pre-show / Post-show warehouse handling 

 
£29.00 per tonne/2Cbm

 
 Unloading / reloading to and from stand* 

 
£10.00 per 1 Cbm (min

 
 Collection, storage and re-delivery of 

    empty packing material 

 
£28.00 per 1m3 –  (min

 
 Forklift under 3 Tonnes for erection / dismantling stand* 

 
£45.00 per hour (min £

 
** Subject to overtime surcharge outside of working hours 0800-1700 Hrs, Mon
PLEASE SIGN TO CONFIRM ORDER AND PROVIDE PAYMENT DETAILS BELO
 

Company  Signed  
Address  Name (please print)  

  Card Number (Visa  
Or Mastercard)   

  Expiry Date  
Telephone  Security Number  
Fax  Email Address  
Company Reg. No.  VAT Number  

 
 
 
 
 
 

All prices are exclusive of VAT. A 5% surcharge is applicable for all credi
  
   
mension cm 

 H 

 

ligation quotation:- 

lease provide details) 

 

 £40.00) - each way 

 £56.00) 

45.00) 

 - Fri. 
W 

t card payments 

mailto:rwebb@agilitylogistics.com

