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EXHIBITION EQUIPMENT ORDER FORM
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This form should be used for Exhibition equipment required on the Exhibition Booth only, any AV orders for other events should be requested through the Exhibition services.  Please note that One Period is for the 4 Open Days of the Event. 
Please send completed forms with payment information to:

Event Planning Department, China National Convention Center

No.7 Tianchen East Road, Chaoyang District, Beijing 100105 China

Tel:                       Fax:                         Email: 
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	Event Name:
	

	Venue/Hall
	Main Lobby
	Event Date
	

	Booth No.
	________________________
	Contact 
	______________

	Company Name
	

	Address
	

	City
	________________________
	State
	______________

	Postal Code
	________________________
	Country
	______________

	Tel
	________________________
	Fax
	______________

	Email           
	________________________
	Mobile
	______________


	
	
	Exhibition Equipment : RMB for a period (4 days)

	AV Equipment 
	Rate per Period RMB
	Date Required
	Time Required
	No of Units
	Amount RMB

	锁柜

Cabinet
	260
	
	
	
	

	玻璃圆桌

Glass round table
	300
	
	
	
	

	折椅

Folding chair
	80
	
	
	
	

	吧椅

Bar chair
	140
	
	
	
	

	办公椅

Office chair
	200
	
	
	
	

	皮椅

Leather chair
	100
	
	
	
	

	单座沙发椅

Single seater sofa
	520
	
	
	
	

	立式衣架

Vertical hanger
	160
	
	
	
	

	文件架

Document frame
	200
	
	
	
	

	废纸篓

A wastepaper basket
	20
	
	
	
	

	100W长臂射灯

100W  Long arm lamp
	80
	
	
	
	

	5A,220V单相插座

5A,220V   Single socket
	40
	
	
	
	

	等离子电视42寸

42 inches of TV
	900
	
	
	
	

	Subtotal
	

	Orders received 7 days prior to the start of the leased period is subject to a 20% surcharge
	

	TOTAL RMB
	



· The equipment will be delivered to the exhibition stand on the last day of the build-up unless specifically requested at a later date.

· All equipment must be returned to the CNCC in the same condition it was delivered.
· Lost or damaged equipment is subject to replacement or a repair cost.

· No refund will be made for order(s) cancelled for equipment installed and not used during the event.
· Please arrange with the booth or hospitality suite contractor all the required power connections prior to build-up.

· The rates quoted are for the duration of the Event period only.

· The above price quoted is subject to change without notice.

· Order Deadline shall be 7 (Thirty) days prior to the start of the leased period. After which a late order is subject to a 20% surcharge. An on-site order is subject to 50% surcharge. All late orders are subject to availability. 

· All orders will be processed once payment and completed form(s) have been received.  An Official Tax Receipt (Fa Piao) will be provided on-site once payment has been received in full.  Credit card details will be required to cover any on-site incidentals.

· Full payment must be received by the deadline which is indicated on the Pro Forma Invoice issued by CNCC on receipt of the Order Form.  After which date the order(s) becomes null and void and shall automatically be deemed to be cancelled, no reminder notices will be sent.

· For further details on payments please refer to “PAYMENT DETAILS”.

· All cheques are to be made out to “Beijing North Star Company Ltd China National Convention Center”

· Telegraphic transfer details are as follows: 

Beneficiary:
Beijing North Star Company Ltd China National Convention Center

Account bank:
Bank of China Beijing Aoyuncun Sub-branch

Account no:
 324656012335
· Please ensure all payments are clearly marked with stand number and Event Name
· Please indicate below your preferred billing instruction
□ Cash      □ Cheque     □ Credit Card     □ Bank Draft    □ Telegraphic Transfer

	I hereby confirm that I have read and understood the above and agree to abide by the terms and conditions by duly signing this order form 
	For official use only

(China National Convention Center)

	Name:

Signature:

Date:

Company Stamp:
	Date Received:







Conditions








Payment Policy








Order Deadlines





For further information, please contact Enent Planning Department on + 86 10 8437 2008





Order Deadline: 7 days prior to the start of use
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