






 

A2.  ACCESS HOURS AND REQUIREMENTS
 

Build-Up 
 
  
 Sunday 28 August   8am – 7pm  All Halls except Halls 1, 2 & 5 
 Sunday 28 August   Midday – 7pm Halls 1, 2 & 5 
 Monday 29 August   8am – 8pm  All Halls 
 Tuesday 30 August  8am – 7pm  All Halls 
 Street of Houses  (As per schedule)   
 
NB:  To allow completion of carpet laying and shell stand construction, please do  
not arrive for build –up before the stipulated times except by prior arrangement. 
 
Exhibitors who are using stand designers/contractors/builders must forward this 
information to them. 
 
On arrival at the exhibition for build up, exhibitors are required to collect their Exhibitor 
Security Passes from the Show Information in the main foyer.    
 
Please note that your Exhibitor Security Passes will not be posted out to you prior to 
the show.  Please contact Shannon Gallagher on 09 976 8307 or 021 619 902 to make 
an alternative arrangement. 
 
It is imperative that exhibitors wear these badges at all times during build-up, 
breakdown and exhibition opening times to obtain access to the hall.  For security 
reasons, those without badges will be refused entry. 
 
Vehicles are not permitted in the pavilions when carpet has been laid.  If you have heavy 
equipment that needs to be brought in by forklift and need access before the carpet has been 
laid, please contact Shannon Gallagher on 021 619 902, prior to build up. 
 
NO VEHICLES OR FORKLIFTS IN THE TEMPORARY HALLS AT ANY TIME! 
 
PLEASE NOTE:  For safety reasons CHILDREN AND ANIMALS ARE NOT PERMITTED in 
the halls during build-up and breakdown times. 
 
For the duration of the show build up, CWS/Displayworks (Panels & Carpet) and Show Light 
& Power (Electrician) will be available in the main foyer of the venue for your late panel / 
carpet / lighting orders. 
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A2.  ACCESS HOURS AND REQUIREMENTS
 

Show Days 
  Wednesday 31 August  10am – 9pm 
  Thursday 1 September  10am – 9pm 
  Friday 2 September   10am – 9pm 
  Saturday 3 September  10am – 9pm 
  Sunday 4 September  10am – 6pm 
 
Access with security passes is permitted 1 hour before opening times at 9am on Show 
days.  If you require access to the halls prior to 9am each morning, you will need to contact 
Shannon Gallagher on 021 619 902 
 
Exhibitors will be required to vacate the pavilions 10 minutes after the close of show each 
day.  PLEASE SEE PAGE A4 FOR FURTHER SECURITY INFORMATION 
 
Exhibitors who are using stand designers/contractors/builders must forward this 
information to them. 
 

Breakdown 
  Sunday 4 September  6.15pm – 9pm 
  Monday 5 September  8am – 5pm 
 
The pulling down or removal of equipment from stands is not permitted before this time. 
Any dismantling of stands before this time poses serious OSH implications & fines 
could be imposed! 
 
The show breakdown poses the highest security risk and for this reason we ask that 
you remove any portable or valuable items on Sunday, 4th September.  Everything else 
must be removed by 5pm on Monday, 5th September. 
 
WE URGE ALL EXHIBITORS TO HAVE PERSONNEL ON HAND FOR THE START OF 
BREAKDOWN TO ENSURE STAND SECURITY IS MAINTAINED. 
 
If it is impossible to have a staff member on your stand during breakdown, you can 
arrange for a security guard to be there to look after your equipment until someone 
arrives.  Please contact Jo Faithful, Red Badge Security on 021 719 323 for a price. 
 

COURIER DELIVERY / PICK UP  
The delivery / pick up address for your goods is:   
 
ASB Showgrounds, 217 Greenlane West Rd, Greenlane  Hall…  Stand… 
 
If you are leaving any boxes / equipment for your freight company to pick up after when you have left 
the venue, please make sure you have the following clearly labelled on the boxes: 
 

 Company Name, Contact Name, Phone Number & Stand Number. 
 
Please make sure that you have contacted your courier company for the pick up of your boxes before 
you leave the venue.  Please also note that all boxes should be out of the venue by 5pm, Monday, 13th 
September.   
 
Remember: The show breakdown poses the highest security risk, so the earlier the pick up of your 
belongings, the safer it is. 

             



A3.  PARKING INFORMATION 
 
The venue is the ASB Showgrounds, 217 Greenlane West Rd, Greenlane, Auckland. 
 
The Halls being occupied are 1-10 & outside areas. 
 
 

PARKING DURING SHOW DAYS 
 

Parking for exhibitors – 
No Exhibitor Badge & No Car Pass = No Entry. 

 
Parking for exhibitors during show days will be at the top of Arena Car Park (entrance 
through Gate B).  You will need your Exhibitor Badge AND Car Pass to gain free entry 
to the car park.  Please note that this is on a first come first served basis.  Your 
allocated Car Pass will be in with your Exhibitor Badges, which you COLLECT during the 
Build Up days from the Exhibitor Information Desk in the main Foyer. 
 
Please note that the allocation of the Car Pass is allocated by the size of your stand at 
the show.  Car Passes are only valid at ASB Showgrounds through Gate B and are 
strictly limited and no extras will be issued. 
 
Alternatively, Alexandra Car Park is available to all our exhibitors & visitors.  Please note that 
Alexandra Car Park is run independently and therefore a $6 charge applies.  Also Wilson 
Parking across the road from the showgrounds is available on the weekends, a $5 charge 
applies. 
 

ACCESS / LOADING & PARKING DURING BUILD UP & 
BREAKDOWN 

 
The site plan on following page indicates Traffic flow directions, loading access for exhibitors 
during Build-up and Breakdown, along with designated parking areas.  
 
All Traffic is to enter via Gate B & S and exit via Gate S or Gate 4 as indicated.  
There is NO PARKING at all allowed as indicated by shaded areas. These area’s are for 
unloading only and your vehicle is then to be parked in the designated parking areas. 
 
Please identify the closest access to your stand and remember to also inform freight 
companies, shippers, carriers, etc where applicable. 
 
Please DO NOT Park in front of loading doors. It is imperative that all interior and exterior 
aisles are cleared as soon as practical during build and breakdown periods. 
 
Under no circumstances can you load through the front of Halls 1,2 & 3. 
 
If you have any queries regarding Access / Parking please give our Event Coordinator, 
Shannon Gallagher a call on 09 976 8307 or 021 619 902.  
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A4.   FLOOR PLANS 
 
Please email Shannon Gallagher to request an up to date Floor Plan of your hall. 
 
shannongallagher@eenz.net.nz 
 
Alternatively, please go online www.aucklandhomeshow.co.nz to download the floor plans. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



A5.   SECURITY 
 
While all security and safety precautions are taken by the organisers, no responsibility can be 
assumed for the loss or damage to goods.  Safety and security of the equipment and 
products on individual stands is the responsibility of the exhibitor.  The organiser shall be 
under no liability for any loss or damage to any property of the exhibitor or any other 
person, whether or not caused in whole or in part by any act or omission of the 
organiser, its servants, agents or contractors.  The exhibitor is advised to take out all 
necessary insurance cover.  We therefore ask for your co-operation in adhering to the few 
rules we set down to make the exhibition a safe and enjoyable experience for all concerned. 
 
Security guards will be on duty from Sunday 28 August to Monday 5 September inclusive.  
During opening hours we will have supervisors patrolling the site, but we stress the 
importance of having your stand staffed at all times.  The staff on your stand must wear their 
security passes to identify themselves to visitors and out of opening times to our security 
staff. 
 

Build-up 
During build-up security guards will patrol the halls checking exhibitor passes and 
questioning those without.  It is imperative that your stand is staffed until the close of 
build for each day. 
 

Show Opening 
Exhibitors must have their security passes with them to gain access to their stands every 
morning at 9am before show opening. Security Guards will check these and access will  
be denied without them.  Please note: Exhibitors without their passes on show days  
will be charged for entry.  If you need access to your stand prior to 9am during show 
days, you will need to contact Shannon Gallagher on 021 619 902 or come to Show 
Information the day before so that we can log it on our security log book. 
 

Show Closing 
On the close of show each evening all exhibitors will be required to vacate the halls within  
10 minutes.  Goods may not be removed without permission from the organisers who will 
notify security.  WE ARE TRYING TO PROTECT YOUR EQUIPMENT! 
 

Breakdown Procedure 
On the final show day Sunday, 4th September, the exhibition closes at 6pm, all halls  
will be immediately cleared of visitors. 
 
Breakdown commences at 6.15pm until 9pm on Sunday, 4th September and  
from 8am to 5pm, Monday 5th September.  Please make sure you have  
someone on your stand at this time.  Exhibitors have full responsibility for their stand! 
 

Security Company 
Red Badge is the exclusive supplier of security to EENZ nationwide and the preferred 
supplier.  Red Badge staff are experienced and professional with extensive knowledge of the 
venue. 
 
If it is impossible to have a staff member on your stand at the start of breakdown, you can 
arrange for a security guard to be at your stand to look after your equipment until someone 
arrives.  Please contact JO Faithful, Red Badge Security on 021 719 323 for a price. 
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Insurance 
Neither EENZ, the venue or any staff, employees, agents or other representatives of EENZ 
or the venue shall be held accountable or liable for any damage, loss, harm or injury to the 
exhibitor, employees, agents or other representatives of the exhibitor or for goods sent to  
the venue before or remaining after the exhibition, or whilst in transit to or from, or during  
the exhibition.  It is a requirement that exhibitors have appropriate insurance cover for their  
stand area, including public liability. Exhibitors should consult their own insurance 
companies and / or broker for proper coverage of their exhibits and display area.  The 
responsibility of insuring goods is the exhibitors own.  It should cover the total duration of the 
show, including build-up and breakdown. 
 

Public Address System 
To minimise nuisance, the P.A. System is reserved for official announcements only.  In case 
of an emergency, please follow the instructions given. 
 

Noise Control 
Please be mindful of other exhibitors when demonstrating products.  Some loud noise is 
inevitable at this type of event but we rely on the co-operation of exhibitors to ensure 
reasonable sound levels are maintained.  Prolonged or excessive noise is not acceptable and 
the organisers will exercise control where they consider noise excessive. 
 

Storage 
There are limited storage facilities at the venue.  However, there will be a 20ft container 
located behind the halls suitable for non-valuable packaging materials only. 
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SHOW GUIDE & EXHIBITOR ID BADGES  
NOW ONLINE! 

 
 
 

Enter your details online at www.aucklandhomeshows.co.nz/showguide 
 
DEADLINE DATE:  Monday 1st August 2011 
 
Again, this year for Auckland Home Show 2011, the collection of information for the Show Guide & 
Exhibitor ID Badge will again be through the above link via the web. 
 
By asking exhibitors to load their own show guide information via the above link, we alleviate some 
of the paper work whilst increasing the accuracy of our information.  Historically the main cause 
of errors in the show guide or on exhibitor security ID badges has been due to illegible handwriting or 
poor fax quality.  Utilising the online option will minimize these issues. 
 
It’s really easy to do it online!  All you need is your Company Name, Stand Number, Website 
OR Phone Number and 100 characters to describe your products or your services. 
 
Please find above the link that will take you to the screen within the Auckland Home Show 
website to enter your show guide details.  You will then be given the opportunity to enter your 
Exhibitor security ID badge names.  These names will then be turned into your team’s security 
badges allowing your staff access for the duration of the show. 

 

Important Notes 
 You only get one opportunity to enter information. 
 You will get a chance to proof what you have entered while still online but once you press 

send, you will not be able to go back to make changes.  This is to maintain security by 
ensuring others cannot tamper with your entry and to avoid passwords. 

 Deadline dates:  Show Guide: Monday 1st August 2011 
   Exhibitor ID Badges: Monday 1st August 2011 

 All entries must be in by the deadline date to ensure a listing in the show guide.   
Once you press the send button, please print and retain a copy for your file. 
Once loaded you will be able to make urgent changes only by contacting Shannon Gallagher on  
09 976 8307. 

 
What if I don’t have Internet access? 
If you do not have Internet access, please contact Shannon Gallagher on 09 976 8307 for a 
faxable form to be sent to you.  
 
Enter your details online NOW at www.aucklandhomeshows.co.nz/showguide 
 
Security Exhibitor ID Badges – If you have entered your show guide details but do not have your staff 
names for the show, you could go straight to the site when you have all the information ready.  
http://www.aucklandhomeshows.co.nz/securitypasses/ 

 
If you have any queries regarding the above or experience any difficulties loading the information, please don’t 
hesitate to contact Shannon Gallagher on 09 976 8307 or 021 619 902 
 
 
 
 
 
 
 
 
 
 

Please note: Any Security Passes submitted after the 
deadline date will incur a $5 charge per badge.  So enter your 

staff names online before the deadline:   

YOUR SECURITY PASSES WILL NOT BE POSTED TO YOU.  PLEASE COLLECT AT 
SHOW INFORMATION DURING BUILD UP DAYS. 



CONCESSION TICKETS ORDER FORM 
 
CONCESSION TICKET RATE OF $12.00 
 

 
 
 
 
 
TICKETS WILL BE FORWARDED ON RECEIPT OF PAYMENT-PLEASE ATTACH 
CHEQUE TO THIS FORM OR COMPLETE CREDIT CARD DETAILS –  
NOTE: TICKETS WILL ALSO BE AVAILABLE BEFORE & DURING THE SHOW 
 
Number of tickets required:____________________________________ 
 
Name of Exhibitor:___________________________________________ 
 
Person in Charge:___________________ Stand #:_________________ 
 
Ph: _______________________________ Date: ___________________ 
 
Courier address: _____________________________________________ 
 
___________________________________________________________ 
 
Signed: ____________________________________________________ 

 
Billing address for credit card: _________________________________ 
 
____________________________________________________________ 
 
I wish to pay $________ for concession tickets at $12.00 each. 
Please include a $5.00 courier fee. 
 
Please tick one: 

     Mastercard 

     Visa 
     
My credit card # is:  

                       
 
Cardholder’s name: ___________________________________________ 
 
Expiry date: ________________________Signed:__________________ 

 
FOR YOUR REFERENCE WE SUGGEST YOU RETAIN A COPY OF THIS FORM 
 
 
 
 
 

Return to: 
Exhibitions&Events NZ Ltd 
P O Box 9682, Newmarket 
Auckland 
 
Attn: Shannon Gallagher 
Fax: +64 9 358 1997 
Phone: + 64 9 976 8307 

Deadline date: 
Friday 19 August 2011 
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STAND INFORMATION 
WHAT DO I GET WITH MY STAND? 

 
All outdoor stands are supplied with 1 x powerpoint unless otherwise specified on your 
contract.   
All other stands – the allocation of power and lights is based on your stand size.  
   

 Carpet Colour Type Panel Colour Type 
Hall 1 Ebony Tile Coal Corinthian 
Hall 2 Ebony Tile Coal Corinthian 
Hall 3&4 Ebony Tile Coal Corinthian 
Hall 5 Burgundy  Coal Corinthian 
Hall 6,7 Exhibition Grey Roll Coal Corinthian 
Hall 9 Exhibition Grey Roll Black Corinthian 
Hall 10 Exhibition Grey Roll Coal Corinthian 

 
 

PLEASE NOTE: 
All panels are Velcro compatible front runner fabric.  Signage can be attached to the 
frontrunner panels by using non-fluffy Velcro stirps or dots.  Thumb tacks, nails, screws, 
painting or permanent marking on these panels is not permitted – damage will be charged 
to the exhibitor. 

                                                              
Hanging of Art – There is a special hook that can be used to hang art.  This hook is 
hung on top of the panel.  Please contact Sharon Reedy at Displayworks / Exhibition Hire 
09 579 9884 or sharon@exhibitionhire.co.nz 
 
Please also note: These fittings are not included on any outdoor sites. 
 
Change of colour Panels and Carpet – If you wish to change the colour of your Panels or 
Carpet, please complete the form/s in Section C.  There is a small fee for this service.  If you 
do not require carpet on your stand, please contact Shannon Gallagher on 09 976 8307 or 
021 619 902, email: shannongallagher@eenz.net.nz.  
 
Floor Loadings Halls 1- 4 – Maximum point or strip distributed weight – 2000 lb/sq ft 
Average weight 500 lb/sq ft; Maximum vehicle weight 8 tonne. 
 
Floor Loadings on Temporary Halls – NO VEHICLES OR FORKLIFT IN STRUCTURES 
AT ANY TIME! 
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ADDITIONAL STAND REQUIREMENTS & 
SERVICES 

 

Panels & Carpet 
For a change in panel or carpet colour, additional panels, equipment hire etc. please contact: 
 
Sharon Reedy 
Displayworks / Exhibition Hire Services Ltd  
Ph: 09 579 9884 
Fax: 09 579 9885 
e-mail: sharon@exhibitionhire.co.nz 
Website: www.exhibitionhire.co.nz 
 

Electrical 
For additional power or lighting please contact: 
 
Reuben Mansfield 
Show Light & Power 
PO Box 83 148 
Edmonton, Auckland 
Ph: 09 828 8844 Ext 4  
Fax: 09 828 8840 
Mobile: 021 810 210 
e-mail: r.mansfield@showlight.co.nz 
 
Exhibitors are free to make arrangements with their own electrical contractors, 
However all electrical connections to mains supply must be supervised by our on-site 
Electrical contractors to avoid overloading. 
 
3 Phase Power – Anyone requiring 3 Phase Power or heavier than normal domestic power, 
i.e. 10 amp supply, must contact Show Light & Power. 
 

Forklifts 
 
There will be forklifts onsite during build-up and breakdown for exhibitor’s use.  This service 
includes loading and unloading of equipment.  There is no charge for this service provided 
that it is a straight lift on and off to and from your stand.  If the forklift is required for longer, 
there will be a cost charged by the ½ hour.  Rate to be advised. 
 
The forklift service is on a first come, first served basis.  Please come to the Show 
Information Booth, main foyer of the venue during build up and breakdown to book the forklift 
service. 
 

Banner Hanging 
Please contact Jim Thomson if you require a scissor lift or someone to hang banners for your 
stand.  Jims Contracting, Jim Thomson on 0274 397 716 or jimscon@xtra.co.nz 
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POWER AND LIGHTING ORDER FORM - 2011
Return to: Show Light & Power – Reuben Mansfield.

PO BOX 83-148, Edmonton, Auckland
FAX:  09 828 8840, PH:  09 828 8844 EXT 4 MOB:  021 810 210
EMAIL:  exhibition@showlight.co.nz

Please return this form to Show Light & Power if you have additional power and lighting requirements above what is provided as part of 
your stand.  Please note: Out of Auckland shows, orders must be in 2 weeks before the show.

CONTACT NAME: 
          -----------------------------------------------------------------------------------------------------------------------------------------------------------------------

COMPANY NAME   
          -----------------------------------------------------------------------------------------------------------------------------------------------------------------------

POSTAL ADDRESS:
        -------------------------------------------------------------------------------------------------------------------------------------------------------------------------

TEL                    FAX                              MOB                   
         -----------------------------------------------------                            --------------------------------------------              ----------------------------------------------------------------    
EMAIL            STAND NUMBER
             ---------------------------------------------------------------------------------------------                                       ----------------------------------------------------

NAME OF EXHIBITION / SHOW  YOU  ARE  ATTENDING  &  DATE OF SHOW   _______________________________________________
                                                                  
HIRE PRODUCT (please tick) QUANTITY PRICE EA. TOTAL

GST excl
Metal halide sunflood   --------------------------------------- $84.00 -----------------------------------
     Light (Roof Hung)

800w  sunflood  --------------------------------------- $84.00 -----------------------------------
     Light (Roof Hung)

 Metal halide sunflood 
   light (Wall mounted)                      ---------------------------------------- $84.00 -----------------------------------

150watt Spotlight (wall mounted)        ----------------------------------------- $25.00 -----------------------------------

 Halogen arm flood - Standard
 (Wall mounted) to high light art work etc      ----------------------------------------- $34.00 -----------------------------------

 Halogen arm flood - Deluxe
 (Wall mounted) to high light art work etc      ----------------------------------------- $40.00 -----------------------------------

 Extra 10Amp Power Supplies                             ------------------------------------------ $61.00 -----------------------------------

 3-Phase Power 32amp              ------------------------------------------ $200.00 -----------------------------------

PURCHASE  PRODUCT (please tick)

 Multi box (4 plug)         ------------------------------------------                      $16.00 -----------------------------------

 3m extension lead      ------------------------------------------- $14.00 ------------------------------------

 6m extension lead    ------------------------------------------- $22.00 -----------------------------------

 Black/grey/white 
      30m gaffa tape per roll    ------------------------------------------ $22.00 -----------------------------------

                      PLUS GST
-----------------------------------

TOTAL AMOUNT DUE (a GST invoice/receipt will be forwarded on receipt of payment) TOTAL __________________

PLEASE NOTE WE ARE ABLE TO PROVIDE DRAPING, STAGING, TRUSSING AND SPECIAL LIGHTING IF REQUIRED.

 Our cheque is enclosed (please make payable to Show Light & Power Ltd) OR
 Credit card details  Visa  MasterCard  American Express

Card Name.....................................................................................................................................................

Card Number...................................................................................................................................................    Expiry.............................................

If you require clarification, help or advice on any electrical services regarding your stand, please don't hesitate to contact Reuben 
Mansfield at Show Light & Power on:  09 8288844 EXT: 4 or 021 810 210 

mailto:exhibition@showlight.co.nz


 

Panel Colour Change 

Auckland Home Show 2011 

ASB Showgrounds, Greenlane, Auckland  

 
PLEASE CHANGE THE COLOUR OF MY WALL PANELS: 
 

Colour changes are supplied subject to availability – cost $20 per metre plus GST 
 

   

              White       Blue          Grey      Green      Red 
 

   

YES – I NEED ADDITIONAL PANELS ON MY STAND: 

 

Additional panels are supplied subject to availability – cost $30 per metre plus GST 
 

                  Number of metres required: 

   
< Sketch  

 

 
Please return form via fax +64 9 579 9885 by 12th August 2011  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
          

   

    
 

 

 

 

 

 

 

 

 

 

 

                                

 
  
Company Name:      ________________________________________________________      Order No:         __________________________  
 
Stand No:                  ________________________________________________________             Order Date:       __________________________ 
     
Postal Address: _____________________________________________________________________________________________________ 
 
Phone Number: ________________________     Fax: ______________________     Contact Name: __________________________ 
 
Email:  ________________________________________________________             Mobile:              __________________________ 
 
 
Payment Details    
 
I will pay using one of the following options: 
  
 
Visa      Card Number:   ______________________________________ 
                
MasterCard      Expiry Date:  ______________________________________ 
    
Direct Credit:      Cardholders Name:  ______________________________________ 
   
Bank Account Details:      Signature:  ______________________________________ 

Exhibition Hire Services LP    

BNZ Albany Branch    Amount:   ______________________________________ 
            
Account Number:  

02 1244 0062894 00        

 

Full payment must be received prior to delivery date 

Private Bag 11-915 Ellerslie, Auckland 
Ph: 64-9-579-9884  Fax: 64-9-579-9885 

sharon@exhibitionhire.co.nz 
www.exhibitionhire.co.nz 

 

Fax To: Sharon Reedy       Fax: (09) 579 9885 
 



 

 

Carpet Colour Change   

Fax To: Sharon Reedy       Fax: (09) 579 9885 
 

Auckland Home Show 2011 

ASB Showgrounds, Greenlane, Auckland  
 

 

PLEASE CHANGE THE COLOUR OF MY CARPET: 

 

Colour changes are supplied subject to availability – cost $12.50 per square metre plus GST 
   

 
              Jet Black                      Blue                 Red  

 

 
Other colours are available, please ring to discuss if you require a different colour other than red, black or blue       

 

 
Please return form via fax +64 9 579 9885 by due date 12th August 2011 

 
 
 
 
 
 
 
 
 
 
 
 
 
          

   

    
 

 

 

 

 

 

 

 

 

 

 

                                

 
  
Company Name:      ________________________________________________________      Order No:         __________________________  
 
Stand No:                  ________________________________________________________             Order Date:       __________________________ 
     
Postal Address: _____________________________________________________________________________________________________ 
 
Phone Number: ________________________     Fax: ______________________     Contact Name: __________________________ 
 
Email:  ________________________________________________________             Mobile:              __________________________ 
 
 
Payment Details    
 
I will pay using one of the following options: 
 
 I will send a cheque payment prior to delivery date  
 
Visa      Card Number:   ______________________________________ 
                
MasterCard      Expiry Date:  ______________________________________ 
    
Direct Credit:      Cardholders Name:  ______________________________________ 
   
Bank Account Details:      Signature:  ______________________________________ 

Exhibition Hire Services LP    

BNZ Albany Branch    Amount:   ______________________________________ 
            
Account Number:  

02 1244 0062894 00        
 

 
Full payment must be received prior to delivery date 

Private Bag 11-915 Ellerslie, Auckland 
Ph: 64-9-579-9884  Fax: 64-9-579-9885 

sharon@exhibitionhire.co.nz 
www.exhibitionhire.co.nz 

 



 

THE DO’S AND DON’TS OF EXHIBITING 
 

There are some rules from council perspective that need to be followed.  Legally EENZ Ltd is 
required to enforce these.  Below is an outline of these rules and a few others designed to 
ensure fairness to all involved.  If you need ANY further explanation don’t hesitate to call 
Shannon Gallagher, Event Coordinator on 09 976 8307 or 021 619 902.  
 

Alcohol 
 
Alcohol is NOT PERMITTED during build-up and breakdown. 
 
If you intend to supply any alcohol whatsoever (ie. for sale, sample or hospitality) 
during the show, you require a Special Liquor Licence which needs to be applied for 
at least 25 working days before the show.  Please visit 
http://www.aucklandcouncil.govt.nz/EN/Services/LicensingEnvironmentalHealth/Liquor/Pages
/speciallicence.aspx to obtain an application form or see form included in this Exhibitor 
Manual. 
 
Please contact the Liquor Licensing Inspector on 09 353 9093, if you have any  
queries relating to the completion of this form. 
 
Please contact Evelyn Aispurua at the ASB Showgrounds on 09 638 6472 or 021 898 672 
and she will provide a letter of consent required from the venue owner for your application as 
per Clause 14 (3) on the Application Guide. 
 

Aisles 
 
The aisles are legally required to be a certain width; this can vary in some exhibitions 
depending on the number of visitor’s etc.  It is imperative, that exhibitors keep within their 
contracted square metreage and do not encroach into the aisle space, for us to be able to 
maintain these legal requirements.   
Exits and emergency equipment must not be obstructed.  During build-up please ensure that 
aisles are cleared of all debris ASAP. 
 

Height 
 
If you are planning on building a structure over 2.3 metres in height you will need to contact 
Shannon Gallagher on 09 976 8307 or 021 619 902, email: shannongallagher@eenz.net.nz 
to discuss building consent options. Please note: if this is not done before the show, Council 
are able to restrict opening. 
 
You will also need to make sure you obtain a written permission/approval from your 
neighbouring stands and please forward copies to Shannon Gallagher by fax 09 358 
1997 or shannongallagher@eenz.net.nz 
 

Fire Places 
 
If you are installing a freestanding fireplace you must be a registered installer and apply for a 
building consent from the council.  See “EENZ’s fireplace standards” details on Health and 
Safety for Exhibitors Section. 
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THE DO’S AND DON’TS OF EXHIBITING 
 

Council Enquires 
It is the exhibitor’s responsibility to apply for consent so if you are in any doubt please 
contact: 
 
Building Help Desk, Auckland City – Phone 09 353 9358 
 

Materials / Fabrics 
Flammable materials are not permitted on stands without first being fireproofed.  Below is a 
list of approved fabrics and of those that need to be proofed. 
 
APPROVED FABRICS   
Wool Cloth 
Sail Cloth – dacron or small areas of mylar with dacron backing 
Nylon Tafetta 
Polycarbonates 
Thick panel plastic 
 
FABRICS THAT NEED TO BE FIREPROOFED 
Cottons 
Straw / Hay 
Polystyrene 
Crepe Paper 
 
Bitmus building paper is not permitted but Flamestop building paper is okay. 
Polystyrene for letterwork is restricted to 40% of wall area in display. Sheets of polystyrene 
are restricted to 30% of wall area.  For fireproofing contact Bill Norman, PFP NZ Ltd on (09) 
636 6115.  It is not permitted to hang banners or signage which back on to another stand 
without the permission of that exhibitor prior to the exhibition.  
 
Please refer to EENZ’s Occupational Safety & Health manual for further information. 
 

Banners / Hanging signs / Double Height Panels 
It is not permitted to hang banners or signage that backs onto another stand without the 
permission of that exhibitor prior to the exhibition.  All rope, chain, nylon etc used in hanging 
signs from walls and trusses must be removed at breakdown.   
 
If you are planning to have double – height panels and are not on a perimeter wall, you 
will need to check with the stands behind and around you to make sure they have on 
objections. 
 
Please make sure you obtain a written permission / approval from your neighbouring 
stands and forward copies to Shannon Gallagher by fax 09 358 1997 or 
shannongallagher@eenz.net.nz.  If permission from your neighbours is not obtained, 
EENZ reserve the right to have the panels removed. 
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THE DO’S AND DON’TS OF EXHIBITING 
 

Fixing of Stands 
 
Display stands must be of a free standing nature. You are not permitted to drill into the 
floor or walls for any reason, any damage of this kind will be charged to the exhibitor. 
If you are using double-sided tape to fix carpet or floor covering to the floor please use a 
clear double-sided tape (sellotape brand) - it is very easy to remove afterwards.  DO NOT 
use DANCO tape - it is impossible to remove. 
 

Hotwater Cylinders 
Exhibitors who are installing hot water cylinders must first obtain permission from the 
council.  See Council Enquiries section. 
 

Scaffolding and Platforms 
All scaffolding must conform to the Department of Labour heavy scaffolding standards.  
Handrails are required on all stairs over 5 risers high.  1 riser approx 180 mm. 
An extra 1-2 rails are required under the handrail on platforms, stepping in planking must 
be tapered to prevent tripping. 
      

Animals 
Animals are not permitted within the grounds of the exhibition venue. 
 

Cooking 
If using heating or cooking appliances, approval must be obtained from the Council. When 
food is cooked for demonstration purposes and provided for visitors to taste, exhibitors must 
have a bucket of clean water, soap and a clean hand towel available on their stand. You 
must also have a current / valid fire extinguisher and fire blanket clearly visible on the 
stand. Please also refer to the ASB Showgrounds Catering terms & conditions 
regarding food on stands.  If you do plan any food / or coffee at your stand at the show, 
please notify Evelyn Aispurua at the ASB Showgrounds on 09 638 6472 or 
evelyn@asbshowgrounds.co.nz 
 

Foodstall Health Certificates 
 
Exhibitors who are selling food at exhibitions are required to obtain a health certificate.  
Please visit http://www.aucklandcity.govt.nz/search/default.asp?q=food+stall and search for 
“Foodstall” or see Foodstall Certificate form included in this Exhibitor Manual. If you are 
unsure whether you need a Foodstall Certificate, please contact Paula Cameron for 
clarification on 09 353 9428 or email paula.cameron@aucklandcity.govt.nz 
           

Fire / Evacuation Process 
 
At the sound of the fire alarm, please leave immediately at the nearest exit and proceed 
to an area well clear of buildings (the Arena Carpark).  Remain outside the buildings 
until the all clear sign is given.  Please follow the instructions of EENZ personnel and 
Hall Supervisors. 
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SOLE SUPPLIER OF FOOD AND BEVERAGE 
FOR ASB SHOWGROUNDS 

 
TERMS AND CONDITIONS 

 
1. Exclusivity 

 
The ASB Showgrounds Catering Department (hereafter known as ASCD) has the sole 
catering rights for the ASB Showgrounds and Logan Campbell Centre (hereafter collectively 
known as the ASB Showgrounds). The ASCD are the exclusive supplier of all food and 
beverages on ASB Showgrounds premises. 

 
 

2. Catering Services 
 

ASCD aims to achieve the highest standards of quality and service with all our catering 
services.  The Front of House Manager and/or Head of Operations provide the point of 
contact between clients and our catering department.  This is to ensure accurate information 
and effective communication flow, thereby ensuring the successful staging and supervision 
of events. 

 
2.1 Terms and Conditions 

 
ASCD has the sole catering rights for the ASB Showgrounds. 

 
Event Organisers / Facilitators are not permitted to use their own caterers without 
prior written agreement from the Front of House Manager and/or Head of Operations. 

 
Final numbers for catering and charging purposes must be notified three (3) business 
days prior to the event. 

 
The Event Organiser must at all times comply with the terms and obligations imposed 
upon the ASB Showgrounds under the Sale of Liquor Act (1989). The Event 
Organiser must agree to indemnify the ASB Showgrounds from the consequences of 
it causing or contributing to a breach of any such law. 

 
2.2 Catering Capacity 

 
Our team of professionals in the catering department can provide your total catering 
requirements. The Front of House Manager will be happy to discuss your 
requirements and make menu suggestions. 

 
2.3 Public Catering 

 
Visitors and delegates to the ASB Showgrounds have a number of eateries at their 
disposal, including, but not limited to: 

 
• ASB Showgrounds Foodcourt (located in the Hub of Halls 1, 2 & 3 – serving hot 

and cold café style food 
• Kiosk (Foyer Logan Campbell Centre) – serving sweets, novelty items, potato 

chips etc. 
• Food trailers (3 mobile units) – serving deep fried food e.g. hot chips, hot dogs. 
• VIP Function Room – available for hire for functions for up to 180 people 

(standing). 
• Seminar Rooms 1 & 2 – available for hire for functions for up to 300 people 

(standing). 



 
 

ASCD will also work with Event Organisers to provide temporary café areas within the 
Showground Halls and temporary structures as per the Event Organiser’s 
requirements. 

 
ASCD have installed catering infrastructure (power, water, drainage etc) around the 
ASB Showgrounds and ASCD reserve the right in consultation with the Event 
Organisers to use these sites for ASCD catering units. 

 
The Event Organiser will be liable for any costs incurred if requesting a catering unit 
on a site where no catering infrastructure is in place e.g. additional power cabling etc 
in temporary structures. 

 
Public catering requirements for all shows/events should be discussed a minimum of 
seven (7) days prior to the show with the Front of House Manager and/or Head of 
Operations. 

 
2.3.1 Build / Break-Down Days 

 
If the Event Organisers wish to guarantee minimum revenue levels for 
catering outlets ASCD is pleased to provide this service for build / breakdown 
days of shows/events. 

 
Please discuss your catering requirements for these Build / Break-down days 
at least seven days in advance with the Front of House Manager and/or Head 
of Operations. 

 
2.4 Stand Catering 

 
ASC can offer a variety of menu choices along with alcoholic and non alcoholic 
beverages for stand holders at shows. 

 
Orders are delivered at pre-arranged times in single use trays, all cutlery, cups, plates 
etc are included. The exhibitor remains responsible for maintaining the cleanliness of 
stands at all times. A minimum of seven (7) days notice is required. 

 
Orders should be forwarded to evelyn@asbshowgrounds.co.nz 

 
2.5 Exhibition Food and Beverage Policy 

 
ASCD has exclusive rights for the sale and distribution of any article of food, drink or 
tobacco.  No exhibitor or person shall bring into the ASB Showgrounds, distribute, or 
give away any item of food, drink or tobacco to visitors to the ASB Showgrounds 
without the prior written approval of the Front of House Manager and/or Head of 
Operations. 

 
Generally, ASCD will not object to the distribution by exhibitors of foodstuffs used as 
means of demonstrating any plant or product manufactured or supplied by the 
exhibitor.  However, sale of such products will not be permitted. 

 
Guidelines for distribution of sample servings of food and beverages not purchased 
through the catering outlets on the Showgrounds premises are as follows: 

 
• Samples must be given away free of cost to the patron 

 
• Portions must be of a tasting style and size only (50ml.) 



































HEALTH AND SAFETY FOR EXHIBITORS 
 
Exhibitions & Events New Zealand is concerned that everyone enjoys the show and that no 
exhibitor, visitor or contractor is injured.  It is a requirement of the Health and Safety in 
Employment Act (1992) that all practicable steps be taken to ensure the safety of your staff & 
the public.   We recommend that you consider the following issues during the different stages 
of the show. 
 
Build-Up Phase  
 
During build-up there will be a number of highly skilled contractors undertaking construction 
on site on behalf of dmg world media.  To ensure a risk free environment for both yourself 
and these contractors you are required to comply with the following conditions: 
 
 Do not enter any area where a barrier has been erected  
 Erect appropriate warning signs when undertaking a high risk activity in your  
 own area  
 Do not bring unauthorised/unnecessary persons onto the site  
 Do not bring children or animals onto the site 
 Wear the appropriate Personal Protective gear  
 Smoking is to be restricted to outside areas only 
 No welding, burning or grinding is to take place within any building without the issue  
 of a Hot Work Permit by the EENZ Event Coordinator, Shannon Gallagher 
 Ensure your tools or equipment are in good condition   
 Note the Emergency evacuation procedures for fire or other potential danger  
 Drivers must observe all speed, traffic flow and clearance instructions  
 Electrical work is to be undertaken by Registered Electricians only  
 
During Show 
 
 Assess stand and it’s environs regularly to identify any potential hazards 
 Ensure all power cabling is secured out of the way of visitors or others 
 Remove waste materials regularly   
 
Breakdown Phase  
 
 Follow the same principles as for Set Up phase  
 Take particular care with waste materials  
 Watch for sharp objects - nails, staples etc 
 Don’t lift heavy items on your own 
 
If you have ANY questions with regards to the above, please to not hesitate to Shannon 
Gallagher on 096 976 8307 or 021 619 902. 
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HEALTH AND SAFETY FOR EXHIBITORS 
 
HOT SURFACE SAFETY STANDARDS 
 

 Taking into account that the fireplaces are on display and we need to compromise to 

ensure safety but also effectiveness of display the following guidelines/rules were 

agreed upon.  (For both gas and wood fires) 

 Fixed protective screening/railing must be placed no less than 500mm from the face of 

the fireplace. 

 If the railing used is NOT fixed down then it must be no less than 750mm from the face 

of the fire. 

 Should Marine rails be used – no less than two wires may be used. 

 Topmost railing must be no less than 900mm from the floor with a second wire no less 

than 450mm. 

 No open flame is to be faced onto the fire egress – it must be a minimum of one metre 

back. 

 Only the area heat needs to be guarded. 

 The stands must be manned at all times that any appliance is operating. 

 No barrier or screen/guard should become hotter than 65 °C.  Should this occur the 

barrier must be moved further back than 750mm. 

 You must also have a fire extinguisher on stand. 

 
These OSH standards apply across all shows in NZ.   
 
 
 
 
 
 
 
 
 
 
 
 

D7



 
EXHIBITING ETIQUETTE 
 
 

Build up 
Plan your stand build up time during the quieter times. These tend to be on the first build up day and 
early in the morning. It works to your benefit i.e  

- Reduces stress as your stand is built and ready to go. 
- Forklifts and staff are more readily available. 
Please be aware from the time that you are onsite at the show that all exhibitors, 
contractors and show staff are busy just like you and most people will have been 

stuck in traffic and their day hasn’t gone to plan. We are all in the same boat. 
At times the access both inside and outside of the venue can become blocked so please consider 
your fellow exhibitors, contractors and on site staff when you are at the venue.  
Keep in mind the following suggestions: 

- Don’t park in the no parking zones (there is a reason that they are no parking zones) 
- Try to avoid blocking aisles for long periods of time. Slowly placing one thing on your stand at 

a time can be very irritating for other exhibitors that are trying to get to their stand. 
- When booking the forklift, expect delays, our supervisors work as hard as they can to move 

stock as quickly as possible. 
 

Show days 
All exhibitors are there to gain maximum exposure to the show visitors. As your stand space is 
valuable to you, and so is your next door neighbour’s, observing the following points may assist in 
developing a good workable relationship during the show. 

- If you need to take a mobile call and don’t want to do this on your stand, please go outside 
and continue your conversation. 

- Stay inside your stand space when talking to visitors or invite them onto your stand. Please do 
not conduct your business in the aisles or give out pamphlets. Blocked aisles are not only 
disadvantaging the stands around you they are also a safety risk. 

- If you use a microphone as part of your selling tool, please keep the volume down. The people 
4 stands away don’t need to hear about your product until they get to your stand. 

 

Breakdown 
Our biggest complaint is from those visitors that visit the show towards to the end of 
the last day thinking that it will be a quieter time and find there are exhibitors that have 
packed up already and gone home. While it may seem to you that the end of the show 
is the time that you are not likely to sell as much, please consider that there are still a 
lot of people looking to purchase and wanting to find out about products. It is unfair 
for a visitor to come along to see a whole show and only experience a portion of it. So 
please, don’t breakdown until 10 minutes after the show close announcement has 
been made. 
 
Lets all work together to make the show as enjoyable an experience as we can. Please 
feel free to contact Shannon Gallagher on 021 619 902 if you experience any issues. 
 
 

Have a Great Show! 
New Zealand Home Shows Team 
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ESSENTIAL PLANNING GUIDE 

 

 

Have You Organised? 
 
Accommodation  ____________________________________________ 
Air Travel   ____________________________________________ 
Advertising   ____________________________________________ 
Arrange Key Client Visits ____________________________________________ 
Audio Visual Equipment ____________________________________________ 
Concession Tickets  ____________________________________________ 
Designer   ____________________________________________ 
Editorial   ____________________________________________ 
Eftpos Machine  ____________________________________________ 
Entertainment  ____________________________________________ 
Extra Electrical Requirements  _________________________________________ 
Events, Competitions & Special Features_________________________________ 
Fork Lift Hire   ____________________________________________ 
Hire Equipment  ____________________________________________ 
(Tables, chairs, coffee machine, etc) 
Insurance   ____________________________________________ 
List of machinery  ____________________________________________ 
Media Release  ____________________________________________ 
Photographer  ____________________________________________ 
Plant Hire   ____________________________________________ 
Plumbing   ____________________________________________ 
Print Brochures for Stand Distribution____________________________________ 
Security Passes completed____________________________________________ 
Show Guide Listing   ____________________________________________ 
Signwriter / Signage  ____________________________________________ 
Stand Personnel  ____________________________________________ 
Telephone Connection ____________________________________________ 
Tent / Marquee Hire  ____________________________________________ 
Transportation – Freight ____________________________________________ 
Uniforms   ____________________________________________ 
Vehicle Hire   ____________________________________________ 
Other    ____________________________________________ 
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 ACCOMMODATION 
 
 

ACCOMMODATION NEAR THE ASB SHOWGROUNDS 

 
Our preferred accommodation is at : 

 
Rendezvous Hotel 

 
www.rendezvoushotels.com 

 
 

Parklane 
Abella Motel 
Alexandra Motor Inn 
Epsom Motor Inn 
Knights Inn 
Best Western International Motel 
Ellerslie Gateway Motor Inn 
Phoenix Palm Motel 
Great South Rd Motor Lodge 
Tudor Motor Inn 
Oak Tree Lodge 
Blue Star Lodge 
Hansens Motel 
Ascot Motor Lodge 
Cargill Motor Lodge 
Double Tree Motor Lodge 
Ibis Hotel Ellerslie 
Novotel Ellerslie 

09-630-2602 
09-630-7864 
09-638-8145 
09-630-5641 
09-630-8899 
09-520-0074 
09-520-6243 
09-524-9813 
09-520-5509 
09-523-1069 
09-524-2211 
09-520-0330 
09-524-7597 
09-520-4833 
09-520-4554 
09-522-2011 
0800-444-422 
09-529-9090 

 

 
 
 
 
 
 
 
 
 
 

ADDITIONAL SERVICES 
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