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Introduction 
 

This manual is to assist you in gaining the maximum benefit from 
participating in AICM’s 2010 National Conference Exhibition and to 
address key procedural matters. 
 
The manual contains all the information you will require including order 
forms from ExpoNet, The Surfers Paradise Marriott Resort & Spa & 
AICM. 
 
Should you have any queries regarding your Exhibition Booth or the 
contents of this manual, please don’t hesitate to contact either Debby 
Manners or Jan Rann at AICM, Ph: (02) 9906 4563. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Every care has been taken to ensure that this manual is correct at the time of publication. However, 
AICM reserves the right to change the manual prior to the event without notice. 
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1. Essential Information  

 
 

 

 

 
1.1 Venue  

Conference & Trade Exhibition: 
The Surfers Paradise Marriott Resort & Spa 
158 Ferny Avenue, 
Surfers Paradise QLD 4217 
 
1.2 Dates 

Wednesday 13th October – Friday 15th October 2010 
 
1.3 Exhibition 

The Exhibition will be held adjacent to the Conference. Lunch, morning and 
afternoon tea will be served in the exhibition Area. 
 

* Please Note: All ExpoNet order forms must be comp leted and returned to 
ExpoNet by no later than the 21 st September 2010. 

(Contact details available on page 15) 
 
1.4 ExpoNet Access Times 

Tuesday 12th October 2010   Midnight Stand Contractors move in 
Friday 15th October 2010   3pm - 6pm Stand Contractors move out 
 
1.5a Exhibitor Set Up Times 

Exhibitors may commence their booth set-up from 8am Wednesday 13th October 
2010, subject to the completion of stand building and electrical connection. 
 
Set-up is to be completed by 11:00am Wednesday 13th October 2010. 
 
Please notify AICM if you have any special requirements. Ph: (02) 9906 4563 
 
1.5b Exhibitor Breakdown Times 

Exhibition breakdown will commence from 2pm Friday 15th October 2010. 
 
ExpoNet will have access to dismantle the booths from 3pm Friday 15th October 
2010. 

Exhibition Manual & Forms can also be obtained 
electronically by visiting our website: 

conference.aicm.com.au 
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1.6a Exhibition Opening Hours 

Wednesday 13th October 2010     11am - 5pm 
 
Thursday 14th October 2010    8am – 5pm 
 
Friday 15th October 2010     8am – 2pm 
 
 

1.6b Registration Opening Hours 

Wednesday 13th October 2010   11am – 5pm 
 
Thursday 14th October 2010              8am – 5pm 
 
Friday 15th October 2010     8am – 5pm 
 
A message board will be available for use at the registration desk for Delegates and 
Exhibitors. 
 
 

1.7 AICM Presidents Dinner - Proudly Sponsored by D un & Bradstreet. 

Thursday 14th October 2010   7.00pm – 11.30pm 

The Presidents Dinner will be held on site at the Surfers Paradise Marriott Resort & 

Spa. 

 
 
*If you require additional tickets to the National Conference Dinner please complete 
Form 3 – Social Function Booking Form and fax to (02) 9906 5686. 
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Exhibitor Check List  
 
 
 
 
 
 
 
Australian Institute of Credit Management 

·  Form 1 – Custom Built Stand Approval 
·  Form 2 – Exhibitor Staff Badges 
·  Form 3 – Social Function Booking Form 
·  Form 4 – Catering & Social Function Payment Form 
·  Form 5 – The Surfers Paradise Marriott Resort and Spa Delivery Label 

 
Please complete all relevant forms and return to: 

Contact: Jan Rann  Ph: (02) 9906 4563,       Email:    aicm@aicm.com 

Fax (02) 9906 5686 or Level 3/ 619 Pacific Hwy, ST LEONARDS NSW 2065. 
 
 
ExpoNet Order Forms 

·  Fascia Signage Confirmation Order Form 
·  Power & Lighting Order Form 
·  Power & Lighting Location Order Form 
·  Octanorm Wall Mounted Shelving Order Form 

 
Please complete all relevant forms and return to: 

 
Contact: Kay O’Grady Ph: (02) 9645 7000. 

Fax: (02) 9645 5300 or PO Box 120, SYDNEY MARKETS NSW 2129. 
 
 
 
Internet Access  please contact Eda Mrsnik or Kristen Moss at Surfers Paradise 
Marriott Resort and Spa on 07 55929715 or email 
www.surfersparadisemarriott.com.au 
 
Audio-Visual  
  
�
Peter Werner  
Tel: 07 5504 7281 
 
Mobile: 0437 061 922 
 
Email: PWerner@stagingconnections.com 
�
 
 For further contact details please refer to page 15 

Please ensure that you have taken all necessary ste ps 
and returned all completed forms to the relevant 

service provider. 
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2. Exhibitor Information  

 
2.1 Admission 

AICM’s 2010 National Conference has a trade exhibition for registered delegates 
and invited guests. Children under the age of 16 are not permitted in the exhibition 
area unless accompanied by an adult. Only exhibitors, contractors, venue staff and 
AICM staff are permitted in the exhibition area during the allotted set-up and 
breakdown times. Conference badges must be worn at all times. Please complete 
Form 2 to register your exhibition staff. 
 
2.2 Animals 

No animals or pets, with the exception of assistance animals, are permitted in the 
Surfers Paradise Marriott Resort and Spa except as an approved exhibit, activity or 
performance legitimately requiring the use of animals. All animals permitted in the 
licensed area must be on a leash or in an enclosed pen under the control of a 
handler at all times and must comply with all the requirements prescribed by law for 
the exhibition of such animals and approved by the Royal Society for the Prevention 
of Cruelty to Animals. 
 
2.3 Audio Visual & Business Support Equipment 

Audiovisual equipment, laptops, desktops, printers and faxes may be sourced from a 
variety of providers. You may use the exhibition booth builders ExpoNet, the hotels in-
house audio visual supplier Staging Connections. AICM does not provide audiovisual 
equipment for your booth. Please refer to page 7 for supplier contact details. 
 
2.4 Catering for Exhibitors 

AICM will be providing up to four Exhibitor Staff meal packages per booth. Each 
package includes morning tea, lunch & afternoon tea on each day of the conference. 
 
Please indicate on Form 4 – Catering & Social Function Payment Form the number 
of additional Exhibitor Meal Packages you require. Fax the completed form to 
AICM’s National Office. 
 
If your stand has any special catering requirements please contact Jan Rann at the 
AICM Office. 
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2.5 Communication 

Should an exhibitor require a telephone line/service  to their booth, the Hotel offers 
a limited number of lines through the Hotel’s PABX with a limited band width. Please 
refer to attached request form. 
 
Clients are charged for all calls at normal Hotel rates. 
 
Arrangements for phone lines should be made in advance of the exhibition. 
Requests made on set up day will only be serviced after pre-booked services have 
been installed and will be subject to availability. 
 
The hotel will provide a handset (if required) with each telephone line. Facsimile 
machines may also be hired from the hotel. Lines will be connected on the last 
build up / move in day of the event and disconnecte d prior to complete of 
move out. 
 
After the service has been disconnected an itemized account of all calls will be 
issued. Payment of the account will be due and payable prior to the conclusion of the 
move out. All telephone charges are responsibility of the exh ibitor, and 
appropriate measures should be undertaken to ensure  authorised use. 
 
Wireless Broadband  is available. In order to utilise the Broadband facilities 
exhibitors and delegates must have a Wi-Fi enabled laptop, PDA or other device. 
 
Should contact Eda Mrsnik or Kristen Moss at Surfers Paradise Marriott Resort and 
Spa on 07 5592 9715 or email www.surfersparadisemarriott.com.au 
 
 
2.6 Conduct 

It is the exhibitor’s responsibility to ensure that all persons associated with the exhibit 
conduct themselves in an orderly and proper manner and to not interfere with or 
overload any fittings or other equipment relating to the supply of water, electricity, 
gas, heating, cooling or lighting. All instructions given by the Surfers Paradise 
Marriott Resort and Spa personnel must be strictly adhered to. Persons under the 
age of 18 years are the direct responsibility of their parent/guardian and must not be 
served alcohol under any circumstances. Surfers Paradise Marriott Resort and Spa 
reserves the right to remove from the premises any person who is drunk or involved 
in offensive, illegal or improper conduct. 
 
2.7 Delivery instructions 

Deliveries - Incoming 
 
The Surfers Paradise Marriott Resort & Spa has one loading dock, which can be 
accessed from the Gold Coast Highway at the northern end of the Surfers Paradise 
Marriott Resort & Spa. Goods will not be accepted at any other point.  
 
It is preferred that all items arrive to the loading dock during hours of operation: 
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Monday – Friday 07.00am – 4.00pm  
Saturday   07.00am – 1.00pm   
 
Outside of these hours hotel security will need to be advised. 
 
It is requested that delivery of goods for the exhibition and conference shall be 
delivered no earlier than 3 working days prior to the event without prior arrangement. 
Should weekend access be required, please arrange prior to delivery. 
 
Delivery Address: 
Surfers Paradise Marriott Resort & Spa 
158 Ferny Avenue  
Surfers Paradise Qld 4217 
 

Deliveries - Incoming  
 
All freight being delivered to the hotel must have the company name, contact name 
and contact number clearly labelled on the freight.  If freight is to be placed in an 
exhibition, please display the booth number or business name also.  Once the freight 
arrives at the hotel, it will either be stored in our storage room or brought up to your 
booth/conference room when set up. Please refer to page 25 for good delivery form.. 
 
Deliveries – Outgoing 
 
If you will be returning freight at the completion of the conference, please ensure that 
you bring the appropriate consignment notes to attach to your freight.  Couriers will 
not collect freight unless there is a completed consignment note on all freight. 
 
Packages to be collected after the event should be sealed and properly addressed, 
with the sender's name and contact telephone number. Once packaged and labelled 
please hotel staff to store goods for collection.  All freight is to be collected from the 
loading dock and must be removed from the hotel premises no more than 48 hours 
after the event (without prior arrangement).  
 
It is the sender’s responsibility to ensure that the appropriate consignment note is 
attached to the freight.  
 
The hotel takes no responsibility for the distribution or completion of consignment 
notes. Any freight left without a consignment note and/or delivery label will be 
classed as discarded goods and will be held for 48 hours only prior to the resort 
disposing of the items. 
 
Exhibitors and production crews must provide their own trolleys for the transportation 
of heavy and bulky items. Organisers, exhibitors and production crews are ultimately 
responsible for the transfer of goods to and from the exhibition area or function room 
without obstructing the day- to-day operation of the venue. This also includes the 
delivery of goods by transport companies. The Hotel does not employ any staff for 
this purpose. 
 
Goods are to be delivered no earlier than Monday 11 th October 2010. 
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2.8 Fixatives/Adhesions 

No nails, screws, staples or pins are to be driven into walls, nor are holes to be 
bored into any wall, door or other part of the building. No gaffer, double sided tape, 
blue tack or other adhesives are to be used unless approved by the Catering Sales 
Office. Any damage caused will be charged to the offender or organiser��
�
2.9 Flammable Materials 

Non-flammable or approved fire retardant material must be used for the lining of the 
stands. Blow torches, naked flames or any flammable substances are not to be used 
in any part of the Hotel. 
 
2.10 Dangerous Fuels and Liquids 

No vehicle or machine containing petrol or other flammable oil fuel can be displayed 
in the Hotel. Vehicles or machinery to be displayed should only contain enough fuel 
to move in and out of the venue. No vehicle can be used or operated in the display 
area. Organisers are advised that they are liable for any damage to Hotel property 
sustained by leakage or such from the vehicle. Drip trays must be provided by the 
exhibitor and placed under such machinery. 
 
No poisonous/dangerous liquids or powders are to be displayed or stored in the 
venue without proper containment and security. Any situations of such fuels, poisons 
etc. are to be notified in writing to the Banquet Office no later than one (1) month 
prior to move in. 
 
2.11 Forklifts/Pallet Jacks/Scissor lifts 

�
The Hotel does not offer its own equipment for use during exhibitions. We 
recommend that pallet jacks, scissor lifts and forklifts are hired in specifically for the 
event to avoid delays. 
 
2.12 Catering - Provision of Food and Beverage 

�
Under no circumstances are exhibitors or delegates permitted to provide food and 
beverage in their stand unless it is provided or approved by the Hotel. 
 
Failure to follow this will result in confiscation of the product until the conclusion of 
the exhibition. 
 
2.13 Vehicle Parking 

 
Parking for delegates and guests of the hotel is free. Valet parking is also available 
at a daily rate of $15. 
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2.14 Electrical 

AICM’s official contractor will carry out all electrical installation work. If not, AICM 
must approve it before installation commences. Exhibitors requiring special 
arrangements (eg. Different voltages and frequency or special connections to 
equipment) must arrange for their own transformers, converts etc. AICM’s engineers 
prior to turning on the power supply must test all electrical equipment. 
 
2.15 Emergency Evacuation Procedures 

Surfers Paradise Marriott Resort and Spa has an Emergency Evacuation Plan to 
enable the successful evacuation of staff and visitors in the case of a fire or other 
emergency. All Surfers Paradise Marriott Resort and Spa staff will assist in the 
evacuation of large numbers of people if the need arises. In addition it is important 
for all occupants of the Surfers Paradise Marriott Resort and Spa to be aware of the 
Emergency Evacuation Plan.  
 
2.16 Exhibits requiring approval 

Exhibitor displays that include animals, helium balloons or food testings as part of 
their exhibit are required to submit a proposal in writing to AICM briefly outlining the 
purpose of the display and how it will be used. 
 
2.17 Exhibit Responsibility 

AICM will be providing overnight security to monitor and patrol the exhibition 
premises but under no circumstances will the venue or AICM be responsible for the 
exhibitor's goods, delivery or storage. 
 
2.18 Floor plan 

AICM reserves the right to alter the layout, plans and positions of stands if, in their 
opinion, this is desirable from the point of view of the exhibition as a whole. 
 
2.19 Fire Awareness 

It is illegal to do any of the following: 
·  Block or congest emergency exits. (These can be recognised by green and 

white exit signs over the doors). 
·  Block the access route to an emergency exit 
·  Obscure or cover emergency exit signs 
·  Store equipment or any other item in fire stairs 
·  Chock open fire or smoke doors or any doors leading to fire stairs 

 
2.20 Insurance 

AICM undertakes no financial or legal responsibility for any type of risk concerning or 
affecting the exhibitors/visitors, their personal belongings and exhibits. AICM will 
provide a security guard to patrol the exhibition area in the after hours of the 
exhibition but does not except responsibility for any loss or damage incurred during 
this time and recommends that all valuables be secured before the close of business 
each day. 
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2.21 Lighting 

All lighting must be 2.2 meters above the floor level. Any variation must be approved. 
High-powered lights such as floods or spots must not be placed within 500mm of 
flammable material. 
 
All portable light fittings must have a Certificate of Suitability or a Certificate of 
Approval from Australian or New Zealand Electrical Safety Regulators. 
 
2.22 Naked Flame 

Proposals for the use of naked flame on stands must be submitted to the AICM thirty 
(30) days prior to the commencement of the event. Naked flames include the use of 
cooking equipment, barbeques, heaters, candles, oil burners etc. Stands using 
naked flames shall abide by the following instructions: 
 

·  A fire extinguisher and/or a fire blanket shall be kept on the stand in an area 
accessible to the general public. This fire extinguisher shall be properly signed 

·  Under no circumstances will the stand be left unattended while the flame is 
alight 

·  No flammable material shall be within one metre of the flame 
·  Flames shall be extinguished 15 minutes prior to the stand being vacated at 

the end of the day 
·  Flames will be situated so that members of the public cannot come into 

contact with the flame or any surface likely to burn the person or ignite their 
clothing 

·  Facilities used for cooking must have an automatic emergency cut off switch 
·  Appropriate first aid equipment/items must be in place. 

 
2.23 Stand Height 

If you wish to have any material over 2.5 metres high, permission must be sought. 
(Please refer to Form 1 Custom Built Stands page 21) 
 
2.24 Stand Materials 

Materials used in stand construction must not cause dampness, stain, be readily 
ignitable or be capable of emitting toxic fumes should ignition occur. Crepe paper, 
corrugated cardboard, straw, hay, untreated Hessian, untreated material fabrics or 
PVC sheet (except on floors as a protective membrane) is strictly forbidden without 
the express approval of the Licensor. Sawdust, tan bark or wood chips of reasonable 
size may be used to decorate floors; provided a protective membrane is laid first and 
chips are kept slightly moist at all times. 
 
Any fabric used in the construction or decoration of a stand, including the stand 
ceiling, must be treated with a fire retardant.  
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Moving machinery or equipment likely to injure a member of the public or a 
swimming pool containing water, must be separated from the public by a physical 
barrier and supervised. 
 
Provided that suitable and adequate provision is made to prevent water leaking onto 
the floor and the floor is otherwise protected, a Licensee may permit an exhibitor to 
display fountains, aquariums, spas, rock pools and swimming pools in the licensed 
area. 
 
NOTE: NO CORE DRILLING OR FIXING INTO ANY FLOOR IS ALLOWED OR PERMITTED. 
 
2.25 Stand Space 

It is the exhibitor's responsibility to ensure that all display material and other imported 
objects are kept within the perimeters of the hired space. 
 
2.26 Stand Visibility 

AICM requires that stands are open for visual inspection at all times. No stands are 
to be enclosed by any fabric or material at any time. 
 
2.27 Storage 

As limited onsite storage facilities for packing material and boxes are available, it is 
recommended that exhibitors keep packing materials to a minimum. 
 
Exhibitors may not leave boxes and packing material in the exhibition display areas 
during the event. There will be a limited storage area available which will be 
confirmed closer to the event. 
 
2.28 Tobacco Samples 

Tobacco display, sales or samples are not permitted within the Surfers Paradise 
Marriott Resort and Spa. Surfers Paradise Marriott Resort and Spa is a smoke free 
venue. 
 
2.29 Plants, Shrubs & Floral Arrangements 

Should you require plants, shrubs or floral arrangements for your booth you may 
contact the Creative Design team who are more than happy to assist with your floral, 
theme and decoration requirements. Please contact: 
 
Sharron Richards 
Creative Design Manager 
Phone: 07 5592 9800 
Email: Sharron.richards@marriotthotels.com 
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3. Key Contact Details  
 
3.1 Australian Institute of Credit Management 

a) Jan Rann    or  b) Debby Manners 
Conference Co-ordinator   Professional Development Co-ordinator 
Email : aicm@aicm.com.au  Mob: 0418 263 759 

  Email: debby@aicm.com.au  
AICM 
Level 3, 619 Pacific Hwy   Phone: (02) 9906 4563 
St Leonards NSW 2065   Fax: (02) 9906 5686 
Web: www.aicm.com.au   Web2: www.aicm.com.au/2010conf 
 
3.2 Exhibition Stand Build & Furniture\Plant Hire 

ExpoNet 
a) Matthew Desprez   or b) Kay O’Grady 
Account Manager    Exhibition Co-ordinator 
Mob: 0439 953 525 
 
ExpoNet 
PO Box 120,     Phone: (02) 9645 7000 
Sydney Markets NSW 2129  Fax: (02) 9645 5300 
Web: www.exponet.com.au   kay@exponet.com.au 
 
3.3 Venue Exhibitor Service  

Surfers Paradise Marriott Resort and Spa  
a) Kristen Moss   or    b) Eda Mrsnik 
Event Coordinator                  Business Centre Assistant 
Phone:  (07) 55929715 
Email: www.surfersparadisemarriott.com.au 
 
 
Surfers Paradise Marriott Resort and Spa  
158 Ferny Avenue, 
Surfers Paradise NSW 4217 
 www.surfersparadisemarriott.com.au 
   
3.4 Accommodation 

There is an online accommodation booking facility for the Surfers Paradise Marriott 
Resort and Spa. 
See http://cwp.marriott.com/oolsp/aicm/ 
 
3.5 Alternate Audio Visual Suppliers 

ExpoNet     
 
Kay O’Grady     
Phone: (02) 9645 7000 
Email: kay@exponet.com.au 
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4. Conference Promotion  
 
4.1 Conference & Exhibition Program Book 

The Conference & Exhibition Program will be distributed to all delegates and 
providing information on Sponsors, Exhibitors, Conference sessions, as well as 
general Conference information. 
 
The information relating to the exhibition will include: 

·  Exhibition Floor Plan and opening times. 
·  List of exhibitors and Sponsors, including contact details and a brief 

overview of the products & services available from each exhibitor. 
·  General event information. 

 
4.2 Post delegate information 

All conference papers, conference photos and details of sponsors and exhibitors will 
be available on the AICM website after the conference concludes. 
 
*Please Note: “Under the changes to the Privacy Act, we are no longer able to hand out 
contact details for delegates without their prior consent”. 
 
4.3 Conference Website 

AICM has created a 2010 Conference website that includes the conference program, 
speaker’s profiles and an interactive exhibition floor plan that allows visitors to link 
directly to sponsors and exhibitors home pages. 
 
If you have yet to supply AICM with your company’s URL and Logo, could you 
please forward it to aicm@aicm.com.au  
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5. Exhibitor Booth List  
 
Australian Institute of Credit Management would like to confirm that the following 
companies will be exhibiting in the 2010 AICM National Conference Trade Exhibition. 
 

·  Booth No. 1    – Credit Recruitment 

·  Booth No. 2    –  Noble Systems 

·  Booth No. 3    –  AMCAP 

·  Booth No. 4    –  Trace Personnel 

·  Booth No. 5    –   

·  Booth No. 6    –  Kemps Peterson 

·  Booth No. 7    –  Coface 

·  Booth No. 8    –   IP Payments 

·  Booth No. 9    –  Veda Advantage  

·  Booth No. 10   –  Veda Advantage   

·  Booth No. 11   –  Dun and Bradstreet  

·  Booth No. 12   –  AustPost  

·  Booth No. 13   –    Sinclair Consulting 

·  Booth No. 14   –    Austral Mercantile  

·  Booth No. 15   –   Results Legal Solutions 

·  Booth No. 16   –     Bing  

·  Booth No. 17   –   SunGard  

·  Terrace Room 2   –    NCI 
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6. AICM 2010 Exhibition Floor Plan  
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7. Surfers Paradise Marriott Resort and Spa Map  
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FORM 1 – CUSTOM BUILT STAND APPROVAL  

AICM National Conference, 13 th – 15th October 2010 
Fax to   : (02) 9906 5686 

    Return By: 10 th September 2010                      
 
 
1. CUSTOM BUILT STAND APPROVAL 

You must submit full details of custom built stand designs for approval. 
Stands must be no larger the space allocated (unless otherwise approved). 
 
2. EXHIBITOR'S CONTRACTOR/FORWARDER 

Name of Exhibiting Company:_________________________________________ 

Stand Number/s:  ___________________________________________ 

Our Contractor is:  ___________________________________________ 

Company:   ___________________________________________ 

Contact Name:  ___________________________________________ 

Address:   ___________________________________________ 

Country:    ___________________________________________ 

Contact Person:  ___________________________________________ 

Tel. No:   ___________________________________________ 

Fax No:   ___________________________________________ 

Email:    ___________________________________________ 

Onsite Mobile No:  ___________________________________________ 

Our Freight Forwarder / Courier Company is: 

Company:   ___________________________________________ 

Contact Name:  ___________________________________________ 

Address:   ___________________________________________ 

___________________________________________ 

Country:    ___________________________________________ 

Contact Person:  ___________________________________________ 

Tel No:   ___________________________________________ 

Fax No:   ___________________________________________ 

Email:    ___________________________________________ 

Onsite Mobile No:  ___________________________________________ 

 

*Please Note: This form is for Custom Build Stands only.  
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FORM 2 – EXHIBITOR STAFF BADGES  
AICM National Conference, 13 th – 15th October 2010 

Fax to: (02) 9906 5686 
Return By: 10th September 2010 

 
Company Name: _________________________________ Stand Number: _______ 

Address: ____________________________________________________________ 

Contact Person: ______________________________________________________ 

Tel. No: ____________________________ Fax No: _________________________ 

Email: ______________________________________________________________ 

 
For security & identification reasons, all delegates & exhibitors will be issued with an 
AICM 2010 National Conference Badge. The AICM Badges will allow delegates & 
exhibitors access to their registered social events, seminars & access to AICM’s 
trade exhibition. Access to all events will be monitored by AICM staff & badge 
verification will be requested, for this reason, we ask that delegates & exhibitors 
wear their badge at all times. In the case of damage or loss of an individuals AICM 
badge, please contact the AICM Registration Desk in the Auditorium Foyer. 
 
Complimentary Exhibitor Registration . 
 
As an exhibitor, you are entitled to one complimentary Full Delegate Registration per 
booth (including a ticket to the Conference Dinner). If you have not already informed 
AICM of who will be utilising this complimentary registration, please indicate below 
and fax to AICM on 02 9906 5686. 
 
 
 
 
 

 

Exhibitor Badge Numbers 

Please indicate below the number of exhibition staff badges required for each day of 
the conference. 
 
 
 
 
Exhibitor Catering 
 
AICM will be catering for up to 4 staff members per booth per day. Additional meal 
packages may be purchased at the cost of $85 (inc GST) per person per day. Each 
meal package includes morning tea, lunch and afternoon tea. 
 
Please indicate the number of additional meal packages you wish to purchase on 
Form 4, and fax to AICM the completed form with all supporting documentation. 

Complimentary Exhibitor  
Delegate Name Company 

  

Wednesday Thursday Friday 
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FORM 3 – SOCIAL FUNCTION BOOKING FORM  

AICM National Conference, 13 th – 15th October 2010 
Fax to       : (02) 9906 5686 

    Return By: 10th September 2010 
 
Company Name: _________________________________ Stand Number: _______ 

Address: ____________________________________________________________ 

Contact Person: ______________________________________________________ 

Tel. No: ____________________________ Fax No: _________________________ 

Email: ______________________________________________________________ 

 
Please indicate on this form which additional staff members you wish to purchase 
tickets for the President’s Dinner. 
 
Please complete Form 4 and fax the completed form with all required supporting 
documents to AICM, (02) 9906 5686. 
 
* Please provide the names of your company attendees who will be attending the Presidents Dinner 
 

Name Thursday  

14th October 

Presidents Dinner 
$145.00 (inc GST) per person 
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FORM 4 – Catering & Social Function Payment Form  
AICM National Conference, 13 th – 15th October 2010 

Fax to      : (02) 9906 5686 
    Return By: 10 th September 2010 
 
Please complete this form if you would like additional catering packages &/ or tickets 
to the conference social function. 
 
Additional Exhibitor Catering Packages 
 
13th October 2010    ____ @ $85 (Inc GST)  = ______ 

14th October 2010    ____ @ $85 (Inc GST)  = ______ 

15th October 2010    ____ @ $85 (Inc GST)  = ______ 

        Catering Total = ______ 

Social Function 
 
Thursday 
President’s Dinner    ____ @ $145 (Inc GST)  = ______ 

          Total = ______ 

Total Amount Payable: $_______________ 

 
Payment Details 

 
My cheque, payable to the Australian Institute of Credit Management, is enclosed. 

OR 

Please debit the amount indicated above to my Credit Card: 

          Visa Card     Master Card     Diners     Amex  
 

Please note: All credit card payments are subject t o a 3% surcharge 
 

Card Number: __ __ __ __    __ __ __ __    __ __ __ __    __ __ __ __ 

Expiry Date:  __ __ / __ __ 

Name of Cardholder: _________________________ Signature: ________________ 

      OR 

EFT payment – Bank details as follows:  
Commonwealth Bank, Artarmon NSW - BSB: 062 104   Account: 1003 9560 (please 
quote name) 
 

Please fax your completed form to AICM, (02) 9906 5686, with all other required 
forms. 
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FORM 5 - GOODS DELIVERY FORM 
   

 
PLEASE ATTACH THIS FORM TO ALL BOXES, CARTONS, ETC,  WHICH ARE 

TO BE DELIVERED TO THE HOTEL 
 
 

  
 
 
 

Exhibition Hire Service Order Forms  
 

Please complete the Exhibition Hire Forms located in the Exhibition Hire Catalogue. 
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ExpoNet Order Forms  

 
 
 

Please complete the ExpoNet Forms located in the ExpoNet Catalogue (attached).
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Exhibitor Checklist Pre Conference  
 
To ensure that you have dealt with all aspects of your participation in the AICM 
National Conference Exhibition please review the following checklist. 
 
 Yes 

 
No 

Supplied AICM Office the 100 word description of your 
company/products 
 

  

Advised ExpoNet of furniture & equipment 
requirements 
 

  

Booked phone & internet access 
 

  

Noted delivery date 11th October 2010 for exhibition 
booth resources 
 

  

Advised AICM Office if more than 4 staff for catering 
purposes 
 

  

Advised AICM Office of the person who will be the 
conference delegate 
 

  

Booked places for the Presidents Dinner for staff who 
wish to attend 
 

  

Provided to ExpoNet the name for your booth 
 

  

Noted that booth setup must be completed by 11am 
13th of October 
 

  

Provided AICM Office with your company’s URL and 
logo for promotion on conference website 

  

 
 


