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1. ADMISSION PASSES 

 

During non-official opening time, both exhibitor and contractor must wear valid WCG 2010 Passes to 

gain entry into all the exhibition halls. 

 
1.1 Exhibitor Passes 

PIKOM will issue limited Exhibitor Pass free-of-charge to exhibitors. These badges are non-

transferable to outsiders. Contractors, suppliers or persons not working at the booth cannot use the 

WCG2010 exhibitor passes.  They will be priced at RM10.00 each thereafter or onsite 

 

Exhibitors who require additional Exhibitor passes may purchase them at the cost of RM 3.00 each 

from PIKOM’s Office before the Event 

 
1.2  Contractor Passes 

Exhibitors not using the Official contractor must register their own contractor with the Official 

Contractor. The 3rd Party Contractor Passes will be issued when: 

 

1) The special designs are submitted and approved 

2) The Contractor Performance Bond is paid to the Official Contractor 

 

These 3rd Party Contractor Passes will be charged at the cost of RM3.00 each if requested on or 

before the stipulated deadline. They will be priced at RM10.00 each thereafter. No Passes will be 

issued on-site. 
 

Please note that the Contractor Passes also applies to transporters and delivery personnel.  These 

Contractor Passes will be valid during Build-Up and Tear-Down Only. 

 
1.3    Passes Collection 

Exhibitors are kindly requested to collect their Exhibitor Passes on site during the Build-up day at the 

respective locations.  

Venue     : PIKOM Service Counter, MVEC 
Operating Time : 10.00am ς 8.00pm, Build-up day, 15 July 2010 

 

3rd Party Contractors are kindly requested to collect their Contractor Passes at: 

Venue     : PICO Registration Counter, MVEC 

Operating Time        : 10.00am ς 6.00pm, 15 July 2010 
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2. OPERATIONAL SCHEDULE  
 

Exhibitors must work within the time frame of the Operational Schedule as follows: 

 
Important Notes: 

1. This Schedule is applicable Exhibition Halls 1 & 2, Level 3, Mid-Valley Exhibition Centre,(MVEC),  

Kuala Lumpur. 

2. Specially designed booths can only be dismantled and removed on Monday, 19 July 2010. 

3. All items left in hall including booth designs or decorations will be cleared and removed unless a 

special arrangement has been made with PIKOM or the official contractor, PICO International. 
 

DATE TIME ACTION PARTIES INVOLVED 

14 JULY 2010 
 

Build-up, 1st Day  

9:00am-9:30pm Build-up PIKOM, PICO International 

1:00pm-9:30pm Build-up Other Contractors 

10:00pm 
Loading Bays 

Closed 
Exhibitors & All Contractors 

10:00pm Hall Close PIKOM, Exhibitors & All Contractors 

15 JULY 2010 
 

Build-up, 1st Day 

9:00am-9:30pm Continue Build-up PIKOM & PICO International 

10:00am-9:30pm Move-in & Set-up Exhibitors & All Contractors 

10:00pm 
Loading Bays 

Closed 
Exhibitors & All Contractors 

10:00pm Hall Close PIKOM, Exhibitors & All Contractors 

16 JULY 2010 
 

Actual 1st day 

9:15 am Hall Open PIKOM & Exhibitors 

10:00pm Hall Close PIKOM & Exhibitors 

17 JULY 2010 
 

Actual 2ND day 

9:15 am Hall Open PIKOM & Exhibitors 

10:00pm Hall Close PIKOM & Exhibitors 

18 JULY 2010 
 

Actual 3rd day 

9:15 am Hall Open PIKOM & Exhibitors 

10:00pm-11:00pm 
Move Out All 

Exhibits 
PIKOM, Exhibitors & All Contractors 

19 JULY 2010 
Tear-down day 

10:00 am – 4:00 pm Tear-down Exhibitors & All Contractors 

4:00 pm Hall Close Exhibitors & All Contractors 
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2. OPERATIONAL SCHEDULE ς ŎƻƴǘΩŘ 

 
LOADING GUIDELINES AND SCHEDULE 
 

15 JULY 2010 (2ND BUILD-UP DAY) 

 

1. All exhibitors are allowed to unload their exhibits at the loading bay from 11:00pm to 9:30pm.  

The loadings bays will be closed at 10:00 pm sharp and there will be no extension. 

 

2. All vehicles unloading should have a driver and an accompanying person.  To gain entry into 

the loading bay, the driver must produce an exhibitor or contractor pass. Access to the Loading  

Dock is from the Federal Highway.  [Map to the  Loading dock is attached]. A lift operator will 

be assigned to the cargo lift during the move-in & tear down period. 

 

3. No Temporary passes will be issued on the spot.  Failure to produce a pass will result in the 

vehicle not being allowed to enter the loading bays. 

 

4. Your driver will be allocated 30 minutes to unload your items.  Your driver will have to provide 

his hand-phone number to the security so that they can be contacted to remove the vehicle if 

necessary. 

 

5. The loading/unloading will be marshaled by the security of the Mid Valley Exhibition Centre.   

 

6. The speed limit in loading docks should not exceed 5kph. 

 

7. Smoking is not allowed during the move-in or move-out at all area of the Centre 
 

8. Forklifts are not allowed inside the Centre without prior approval by MVEC. Use of forklifts 

inside the halls is prohibited.   
 

9. The height limit of the loading route and service road is 4.2m.  Should there be any movement 

of vehicle through this area, the height of the vehicle must be in compliance with the height 

limit to gain access without causing any damage to structural, mechanical and electrical 

services. 
 

10. All the necessary unloading or loading of items from or to individual vehicles shall be carried 

out at MVEC Loading Dock L. The carting of goods shall only be routed to or from the Centre 

and the exhibition halls. No personal or company’s vehicle that is not loading or unloading is 

allowed to part at MVEC Loading Dock L. 
 

11. There shall be absolutely no drinking of alcoholic beverage, no consumption of food items nor 

loitering activity at the loading docks 

 

12. Children 18 years old are not permitted on the hall whilst a move-in/ out is in progress  

 

13. Vehicle parked in area designated as no-parking-zone shall be clamped and vehicle clamped 

will be subject to a substantial fee issued by the Centre’s Security Department  
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2. OPERATIONAL SCHEDULE ς coƴǘΩŘ 

 
 
15 JULY 2010 (2ND BUILD-UP DAY) ς ŎƻƴǘΩŘ 
 
14. Exhibitors may come in to set up their booths through the Entrance at Hall 1 & 2, Level 3 or the 

Cargo Lift. 
 
15. Exhibitors are to unload their vehicle through the loading dock and not through the front door. 

Any damage to the building as a result of moving material in thought the front door is the 
responsibility of the exhibitor. 

 
16 JULY 2010 (ACTUAL 1ST DAY) 
 
1. Exhibitors will be allowed into the halls at 9.15am.  Exhibitors can gain access into the halls 

from 9.15 am onwards via: 
 
¶ Main Entrance of Hall 1 & Hall 2 or Cargo Lifts. 
 

2.  Only hand carried goods are allowed into the lifts from the parking bays in the venue. No 
trolleys are allowed onto the lifts, concourse area and the main entrance due to the potential 
damage it can cause to the venue. 

 
3.  At the end of the day, exhibitors may remove their exhibits at the Main Entrance & Cargo Lifts. 

Please note that you have to fill up an exhibitor goods removal form available at PIKOM's Site 
Office and have supporting documents such as invoices & delivery orders to show proof of 
ownership and submit it to the security to exit with the goods. 

 
4. All the entrances, exits & loading bays will close at 9.30 pm sharp. 
 
 
17 JULY 2010 (ACTUAL 2ND DAY) 
 
Same as above except that Exhibitors can gain access into the halls only at 9.15 am. 
 
18 JULY 2010 (ACTUAL 3RD DAY) 
 
Same as above except: 
 
1. All exhibitors are required to remove their exhibits latest by 11:00 pm. 
 
2. No Special Design is allowed to be dismantled today. 
 
3. No removal forms will be required from this time onwards. 
 
4. All the doors in Halls 1 & will be opened for exhibitors to hand carry their belongings out. 
 
5. Only Hand carry items & L shape trolley are allowed into the hall. 
 
6. Cargo Lift will not be operational today. 
 
7. Exhibition Halls will close at 11:00 pm. 
 
 
19 JULY 2010 (TEAR-DOWN) 
 
1. All Special Designs booth have to be dismantled and removed by 4:00 pm. 
 
2. All Cargo Lifts will open from 10:00 am onwards. 
 
3.      Hall will close at 4:00 pm. 
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2. OPERATIONAL SCHEDULE ς ŎƻƴǘΩŘ 
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3. OFFICIAL CONTRACTOR 

 

3.1  The Official Contractors appointed by PIKOM for the WCG 2010 and their contact details are as 

follows: 

PICO International (M) Sdn Bhd ς  

Mr. Leslie Chong  (HP: +6017-676 7830)/Ms. Jacqueline Ho (HP: +6012-315 8970) 

Tel/Fax: 03-6275 5990/6275 6366 

All official contractors will set up site offices at the respective exhibition halls and venues. 

 

3.2  Fascia Name for Shell Scheme Booth  

 

Exhibitors using shell scheme booths must submit the name that they want to appear on the fascia 

board.  The submission deadline: 9 July 2010. 

 

3.3  Power Supply & Lighting 

Lighting connection work in all the WCG 2010 Exhibition halls must be carried out by PIKOM’s Official 

Contractors. Without any exception, Exhibitors including those who provide their own lighting 

fixtures will be charged the lighting connection fees according to the rates in Order Forms available 

on the PIKOM’s website www.pikom.org.my 

¶ Lighting connections are charged according to the number of tubes and bulbs lighted on 

the stand. 

¶ Light boxes are charged according to the number of tubes in each light box, using the 

lighting hook-up or connection rate, whichever applicable. Exhibitors are encouraged to 

use tubes of higher wattage (maximum 100 watts) wherever possible. 

¶ Exhibitors who provide their own lighting fixtures containing wiring installation must 

comply to the following procedures: 

a. Submit detailed drawings of such installation to PIKOM for approval. 

b. Show proof that such installation is carried out by a registered wiring contractor with 

relevant Class of Certificate of Registration issued by the Director – General of 

Electrical Inspectorate, Malaysia or its equivalent. 

c. Use materials approved by the Department of Electrical Inspectorate, Malaysia. Non–

compliance of the above would result in immediate termination of power supply and / 

or Kuala Lumpur Convention Centre (Hall Owner) penalty charges. 

http://www.pikom.org.my/
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¶ PIKOM reserves the right to request exhibitors to change any wiring installation, 

connection, etc contained in lighting fixtures for safety reasons. 

¶ Exhibitors whose lighting fixtures are found to have been the cause of trips in power supply 

will be responsible for all re-energisation charges. 

¶ One power point is assigned to one machine only. No multi-purpose plug and / or 

extension is allowed 

 

3.4 Furniture 

Exhibitors may rent furniture and electrical items from respective official Contractors by filling up 

the same form. All forms must be submitted before the deadlines 9 July 2010. 

 

Exhibitors should order any required items from the Official contractors before the stipulated 

deadlines. Orders received after deadlines or on site are subjected to a surcharge ranging from 10% 

to 50%. Furthermore, the Official Contractors cannot guarantee the fulfilment of site orders. 

 

 

4. NON-OFFICIAL CONTRACTOR 

 

A non-refundable administrative fee of RM20 per square metre is payable to the Official contractor, 

PICO International (M) Sdn Bhd, by the non-official contractor. 

In addition, the non-official contractor is required to place a refundable Performance Bond of 

RM5,000 for booths 36sqm and below or RM10,000 otherwise with the Official Contractor, and sign 

a written undertaking to guarantee conduct, proper schedule of production and observance of the 

Exhibition and Hall regulations before permission is granted. 

Non-official contractors are only allowed to bring in their materials to the exhibition site to 

commence work when they have submitted the Performance Bond and sign the Undertaking letter 

to PICO International (M) Sdn Bhd. 
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5. SPECIAL BOOTH DESIGN 

 

Exhibitors NOT using the Official contractors MUST advise their appointed contractors to inform the 

Official Contractors of their special booth design, electrical & other requirements. 

 

Exhibitors should not proceed with the special designs prior to obtaining written approval from 

PIKOM. All designs must be submitted to PIKOM Secretariat via e-mail for approval by 9 July 2010. 

Booth Limitations include: 

¶ The height limit s set at 5 metres which inclusive of structural rigging. 

¶ All island booths of 36, 54, 72 and 90 square metres must be concept-designed booths. No 

structure and panels will be built or provided for these islands. All designs should have 60% 

visibility from all angles. All designs with backdrop/wall/partition should be built with a 

clearance of One (1) metre distance away from the edge of the booths. Exhibitors who are 

taking up these island booths must check with the official contractor on 

limitations/restrictions set by the venue owners and other relevant authorities. 

¶ The ‘airspace’ of adjacent booths is NOT to be used by exhibitors without prior approval 

from the organizers. For e.g. build arches across adjacent booths, putting up banners across 

etc. 

¶ For double storey structure, the Exhibitor or the stand contractor requires to provide 

drawings showing all features, including access, egress points (entrance & exit) and 

stairways.  Full dimensional drawings are required with the maximum number persons 

allowed to be on the upper tier of the double-storey, plus a structural engineer’s Certificate 

for perusal. 

¶ Special design booth that has a roof or ceiling fitted is required to provide additional fire 

protection equipment such as the fitting of a smoke detector and portable CO2 or dry 

chemical extinguisher 

¶ At no time during the event can these aisles be partially or completely blocked. 

¶ The onus is also on the exhibitors to check with the official Contractors on anything not 

covered in this manual. 

¶ Exhibitors may not lay carpet across adjacent booths without prior written approval from 

PIKOM. 

¶ No blinking lights are allowed as part of the booth design. 

¶ Helium & hydrogen balloons are not allowed into the exhibition halls. 
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6. GENERAL SECURITY 

 
6.1  Security for Individual Stands 

 

Once the exhibition closes on the last day, remove all valuables for immediate packing. DO NOT 

leave your stand unattended. DO NOT leave exhibits, souvenir items, consumables etc. at your stand, 

not even in locked cupboards as all furniture will be retrieved by suppliers once the show is over.   

 

6.2  Insurance 

 

Exhibitors must arrange their own relevant insurances to cover their exhibits throughout all stages of 

the event. Please.  

¶ Be vigilant in looking after your booth(s) at all times, including moving-in, actual event days 

and moving out. 

¶ Take Up all risk Insurance to cover loss of your exhibits. Exhibitors must arrange their own 

insurance to cover their exhibits throughout all stages of the event. 

¶ Please note that there will be REMOVAL FORMS to be completed and to be signed by PIKOM 

before removing things from the hall during build-up and actual event days. However, no 

REMOVAL FORMS are required on tear-down. 

¶ Rent a lockable storeroom from the Secretariat to store your goods. 

 

 

7. PARKING FACILITY 
 

In Mid Valley, the parking rates are as follows:  

Weekday: 

¶ First Four Hours:RM3.00 

¶ Subsequent 1 hour of part thereof: RM1.00 

¶ Maximum per day: RM7.00 

Weekend: 

¶ First Four Hours: RM3.00 

¶ Subsequent 1 hour of part thereof: RM1.00 

¶ Maximum per day: RM9.00 
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8. LIABILITIES & INSURANCE 

 

Reasonable precautions will be taken by PIKOM to ensure the general security and safety of the 

Exhibition Hall and adjacent areas. However, PIKOM will not accept any responsibility nor be under 

any liability to Exhibitors, their employees, contractor or agents in respect of any direct loss and 

indirect loss or damage to any exhibit, any person or property, arising out of or in any way connected 

with the exhibition.  

PIKOM will take up a Public Liability Insurance that covers only public liability claims (third party 

property damage and third party bodily injury) & does not cover any Exhibitors, their employees, 

contractors or agents.  

However, the Public Liability Insurance does not cover the followings 

¶ Fire, Aircraft Damage, Explosion, Impact Damage, Bursting & Overflowing of Pipes, Riot, 

Strike and Malicious Damage, Storm Tempest, Flood, Sprinkler Leakage and Theft 

(consequent of forcible entry or exit).   

Exhibitors will be held responsible for the loss of, damage or injury to property (including those 

belonging to other Exhibitors and any persons) caused by themselves, their employees or agents.  

Therefore, exhibitors are once again reminded to take up insurance coverage on their exhibits and 

their personnel for the entire duration of the exposition inclusive of build-up, actual, tear down & in-

transit.  
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9. SOUND LEVEL 

 

Clause 8 of the WCG 2010 Terms of Contract states that Exhibitors are only allowed to use up to two 

(2) pairs of multimedia speakers in every 9 sqm of booths/spaces. Loudspeakers/sound devices 

and/or image projection equipment are to be placed in such a way that sound/image is directed 

downwards and into the stand, and not towards or across the aisles. The operation of any sound 

device or image projector must not interfere with, or be an annoyance to neighbouring stands. 

Sound levels recorded at adjacent or opposite stands should not exceed 70dB for all speech, music 

and sound effects. 

The rule above has been introduced to create a conducive-selling environment. Exhibitors are asked 

to exercise full consideration for their neighboring exhibitors in the projection of sound or music. 

PIKOM reserves the right to reduce the sound level or switch off any audio-visual displayed which 

give rise to complaints. PIKOM’s decision is final. 

Exhibitors are NOT ALLOWED to bring into the exhibition halls any the following: 

¶ Hailers, External Mixers & Amplifiers, Portable Hi-Fi & Sound Systems 

¶ Any Other Devices Capable Of Producing High Volume or sound 

 

10. CLEANING & GARBAGE DISPOSAL 

 

PIKOM will arrange for the cleaning of the general exhibition premises excluding exhibits and 

displays prior to the opening of the Exhibition and daily thereafter.  

Exhibitors are responsible for ensuring that their contractors/staff remove all construction and other 

remnant materials (e.g. carton boxes) throughout the exhibition. PIKOM reserves the right to invoice 

exhibitors for removal of waste i.e. packing materials and discarded crates or cartons.  

Please place all the rubbish bins and bags outside the booth so that the cleaners may dispose off the 

rubbish. PIKOM at any time without prior notice will remove all items left outside of the booth area 

or along the aisle.  

Any exhibits and decorative items left behind after all Exhibitors have moved out the last day of 

exhibition will be deemed as items for disposal and will be disposed off without any prior notice 
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11. USE OF EXHIBITION BOOTH SPACE 

 

Exhibitors who wish to carry out promotional activities or transact business may do so within their 

own booths.  

However, Exhibitors are not allowed to do the following: 

a) Distribute flyers/promotional materials beyond booth boundaries. Exhibitors found doing so 

risk getting their items confiscated or being banned from entering the exhibition hall.  

b) Display any exhibits beyond booth boundaries.  

c) Leave remnant building materials or rubbish anywhere in the exhibition halls. PIKOM will bill 

exhibitors for the disposal of the above.  

d) Exhibitors shall not erect any sign, device, furnishing and ornament outside the booth. 

e) No excessive or major carpentry works shall be carried out within the exhibition halls. 

 

 

12. COPYRIGHT INFRINGEMENT 
 

PIKOM is against any infringement of copyright laws at all times. Exhibitors must make sure that ALL 

DVD’s/CDs must be LEGAL and where applicable approved by relevant authorities. 

Exhibitors must apply license from MACP for any music played at the event:  

¶ aǳǎƛŎ !ǳǘƘƻǊΩǎ /ƻǇȅǊƛƎƘǘ tǊƻǘŜŎǘƛƻƴ .ƘŘ όa!/tύ  

6-3, Jln 3.114, Kuchai Business Centre, Jalan Kuchai Lama, 58200 KUALA LUMPUR 

Cik Norshidah – Senior Licensing Officer Tel/Fax: +6037984 5089 / 7984 5090  

 

PPM (Public Performance Malaysia Sdn Bhd)  

PIKOM will take a blanket license from Public Performance Malaysia Sdn Bhd at its own cost to cover 

all exhibitors participating in WCG 2010. 

The license will cover non-featured entertainment (i.e. background or piped-in music including 

diffusion of Radio/TV music) in all exhibitors’ booths. However, it will not cover featured 

entertainment (i.e. with DJ*, Karaoke, Singing with Minus-One or dancing)  

Should you need any clarification on the coverage provided, please call Ms. Susannah Wong from 

PPM at + 6012 389 6298 or +603 4142 3941.  
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13. TELEPHONE LINE & WI-FI FACILITY 
 

Exhibitors who wish to install temporary telephone line(s) at the exhibition site may contact the 

following person(s). 

MVEC, MVEC Exhibition And Event Services Sdn Bhd  

En Saiful/Ms. Claris Lee/Mr.Johaness 

Tel : +603 - 2289 8695  

Fax: +603 - 2287 7040  

 

PIKOM will also provide the Wireless Internet Access facility to all Exhibitors participating in WCG 

2010. 

 

14. ON SITE PERSON-IN-CHARGE, CONTACT & DETAILS 

 
WCG 2010 Secretariat 
1106 & 1107, Block B, Phileo Damansara II 
Jalan 16/11 
46350 Petaling Jaya 
Tel: +603 – 7955 2922 
Fax: +603 – 7955 2933 
 
Contact Persons 
Ms.Tiffany Chung   -  +6019- 213 7338 
Ms. Grace Lee    -  +6012-655 8872 
 

 

 


