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EXHIBITOR SERVICES 
MANUAL 2014

INFO
If you need further information,
please contact :

SQUARE-BRUSSELS 
MEETING CENTRE
Rue Ravenstein, 2
B-1000 Brussels
Belgium

Tel:  +32 2 515 13 99
Fax: +32 2 479 47 37

exhibitorbook@square-brussels.com

26 - 28 November 2014

Ophthalmologica Belgica



 
    2

TABLE OF CONTENTS

E
x
h

ib
it

o
r 

S
e
rv

ic
e
s 

M
a
n

u
a
l 

2
0

1
4

SHELL SCHEME BOOTH

FURNITURE

PLANTS & FLORAL DECORATION

AUDIO-VISUAL EQUIPMENT

ELECTRICAL CONNECTIONS

RIGGING POINTS

INFORMATION AND 
COMMUNICATIONS TECHNOLOGY

LABOUR / HOSTESSES /
STAND SURVEILLANCE

BOOTH CATERING SERVICES

ACCESS TO SQUARE BRUSSELS 
MEETING CENTRE

SQUARE: GENERAL TERMS AND 
CONDITIONS

1

2

3

4

5

6

7

8

9

10

11

! EXHIBITION GUIDELINES



 
    3

Introduction

Thank you for exhibiting at the SQUARE-BRUSSELS MEETING CENTRE. We are 
committed to working with you to ensure you get the best return on your investment 
and that the event you are attending is a rewarding experience for you and your 
company.

This manual provides essential information as well as useful hints for exhibitors. 
We encourage you to use this manual not only for the preparation of your exhibit 
display, but also for a source of reference and information.

If you wish to order standard items for your display such as furniture, AV, lighting, etc... 
they can easily be ordered in this exhibition manual but you will see that many more 
items can be ordered to enhance your booth equipment.

We want you to make your participation in this event both successful and enjoyable.
Please do not hesitate to contact either SQUARE or the event organisers if you have 
any questions.

We are looking forward to welcoming you to the SQUARE-BRUSSELS MEETING 
CENTRE, we hope that you will experience a successful and prosperous exhibition in 
our venue.
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Deliveries, storage and parking

1. Deliveries before and after the event:

Deliveries, if allowed, need to be shipped to :

SQUARE Brussels Meeting Centre
27, Rue des sols / Stuiversstraat

1000 Brussels

Parcels need to have the SQUARE label (please use the label at the last page of the 
document). Please note that without this label the packages won’t be accepted.

Deliveries are possible one week before the event on weekdays between 9h30 and 
17h30 (not possible during the weekend or holidays).

After the event, if exhibitors would like to have their equipment picked up at SQUARE, 
this needs to be communicated to the event coordinator of SQUARE.  The exhibitor 
needs to order and coordinate the freight forwarder so that the pick-up can be done 
maximum one week after the event. Make sure all parcels have the SQUARE delivery 
label in order to prevent them from being removed (please use the label at the last 
page of the document).

2. Heavy goods deliveries during the event (build-up and dismantling)

Note that the congress centre is situated in the centre of Brussels.

It is not allowed to send trucks of more than 8 meters, since the delivery street is 
a dead-end.

7R�DYRLG�WUDI¿F�FRQJHVWLRQ�DQG�WR�DOORZ�D�IDVW�DQG�VPRRWK�PRYH�LQ��DQ�XQORDGLQJ�
slot will be required for all vehicles larger than a car (cars or small vans not higher 
than 195 cm can park in the fee-paying car park «Albertine» which is directly linked 
to SQUARE).

The exhibitors will then be allowed to temporary park their lorry in the delivery 
street to load/unload and use the special freight lift located at the Rue des sols / 
Stuiversstraat 13, 1000 Brussels (Dimensions: 2.1m high, 2.3m large, 6.7m long, 
�����NJ�PD[���GXULQJ�WKH�WLPH�VORW�WKDW�WKH�RUJDQLVHUV�KDYH�FRQ¿UPHG�ZLWK�\RX�
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All trucks arriving without a slot can only unload and load once the full schedule has 
been completed. We will provide your own slot in the month of August.

Note that there is no parking allowed out of the given unloading slot in the delivery 
street (rue des sols / stuiversstraat) or near the congress centre. Trucks need to be 
removed from the unloading area as soon as unloading has been completed. Trucks 
can park free of charge around the streets of Brussels’ haven or further up the canal 
(avenue du port).

Parking is provided at the Parking Albertine level -2 (Entrance Place de la justice / 
Gerechtsplein or Rue des sols / Stuiversstraat) where there is direct access to the 
exhibition halls.  Maximum height is 195 cm.

3. Parking & non-heavy goods deliveries during the event 
 (build-up and dismantling)

In case you do not have heavy goods deliveries, you can park your car at the parking 
Albertine, Place de la justice / Gerechtsplein at 1000 Brussels (tickets payable at 
the parking meter).  Please park at level -2 which has direct access to the exhibition 
area. Maximum height is 195 cm. Please do not use the other entrance of the 
parking located at rue des sol / stuiversstraat at 1000 Brussels which is used and 
often congested during build-up and dismantling periods.

Forwarding agent

)RU�WUDQVSRUW� WR�DQG�IURP�WKH�YHQXH��\RX�QHHG�WR�DUUDQJH�ZLWK�WKH�RI¿FLDO�HYHQW�
freight forwarder designated by the event’s organisers or your own freight forwarder 
if allowed. The forwarding agent will receive all necessary information by you and 
should be well informed by your company for further arrangements regarding 
transportation, storage of goods before and after the exhibition, etc.

The forwarding agent will be solely in charge of all dealings with the Customs 
Authorities.

,W� LV� WKH� UHVSRQVLELOLW\�RI� HDFK�H[KLELWRU� WR�¿QG� VXLWDEOH� VSDFH� IRU� WKH� VWRUDJH�RI�
potential empty wrapping during the days of exhibiting. Please contact your 
forwarding agent or SQUARE (storage during the exhibition is a payable service).

Badging

6SHFL¿F�EDGJLQJ�LV�UHTXLUHG�WR�HQWHU�DQG�ZRUN�LQ�WKH�EXLOGLQJ��3OHDVH�PDNH�VXUH�WR�
specify to the event organisers the contact details of each member of your team that 
will need access to the building during the build-up, the event and the dismantling.

Failing to send them this information prior to the build-up will mean that every 
PHPEHU�RI�\RXU�WHDP�ZLOO�¿UVW�KDYH�WR�UHJLVWHU�DW�����UXH�GHV�VROV�ZKHUH�WKH\�ZLOO�
be granted an access badge in order to be able to enter the exhibition halls, which 
can lead to time delay.

EXHIBITION GUIDELINES

E
x
h

ib
it

o
r 

S
e
rv

ic
e
s 

M
a
n

u
a
l 

2
0

1
4!



 
    6

Stand construction and dismantling rules

For the construction of your exhibition booth, please mind the following important 
information:

�� 7KH�([KLELWRU�VKDOO�EH�ERXQG�WR�FRPSO\�ZLWK�WKH�UHJXODWLRQV�LVVXHG�E\�WKH��
 event organisers and with the SQUARE’s ‘General Terms & Conditions’ a  
 copy of which is submitted to every Exhibitor.
�� (PHUJHQF\�H[LWV�DQG�VLJQV�VKRXOG�EH�NHSW�FOHDU�DW�DOO�WLPHV��$OVR�¿UH�� �
 extinguishers should not be blocked. 
�� 1R�¿[LQJ�RI�ZKDWVRHYHU�DQG�QR�SDLQWLQJ�DUH�DOORZHG�RQ�ZDOOV��GRRUV��JDWHV���
 outer walls, and parking. 
�� 6WDQG�FRQVWUXFWRUV�VKRXOG�UHVSHFW�WKH�([KLELWLRQ�DUHD�GHFRUDWLRQ��QR�DI¿[LQJ��
 to drapes, walls and windows. 
�� &DUSHW�ODLG�RXW�E\�VWDQG�FRQVWUXFWRUV�DURXQG�DQG�RQ�VWDQGV�VKRXOG�EH�¿UH��
� UHVLVWDQW�DQG�D�FHUWL¿FDWH�ZLOO�EH�DVNHG�RQ�VLWH��&DUSHWLQJ�WKH�ÀRRU�LV�RQO\��
 allowed if 2-sided tape type BOMA 4123 is used (available on site, please  
 refer  to the appropriate order form in this exhibition manual). If tape   
 residues remain after dismantling, exhibitors will be charged the costs of  
 removing those at  € 37,5 /10 cm.
�� ([KLELWLRQ�FOHDQLQJ��FRUULGRUV�EHWZHHQ�VWDQGV�ZLOO�EH�FOHDQHG�RQ�D�GDLO\��
 basis after the exhibition opening times.
�� %R[HV�DQG�SDFNDJHV�VKRXOG�QRW�EH�VWRUHG�EHKLQG�WKH�VWDQGV��$OVR�HPSW\��
 packages should not be stored in the Exhibition area. Storage is available  
 on request at SQUARE (payable service).
�� $OO�VWDQG�HTXLSPHQW�VKRXOG�EH�UHFRYHUHG�DW�WKH�HQG�RI�WKH�H[KLELWLRQ�� �
 dismantling schedule. For eventual storage, please contact SQUARE or the  
 event organisers with information on sizes and number of parcels,   
� VWRUDJH�SHULRG�������2QFH�WKH�H[KLELWLRQ�LV�¿QLVKHG�\RX�� VKRXOG�UHPRYH��
 all waste of your stand. During the dismantling times, waste bins   
 will be available for your waste. If waste or equipment from your stand  
� LV�OHIW�EHKLQG�LQ�WKH�([KLELWLRQ�DUHD�IRU�ZKLFK�QR�VSHFL¿F�VWRUDJH�RU�SLFN��
 up has been arranged, it will be disposed of after the closing of the halls and  
� D�¿QH�RI�WKH�DPRXQW�RI�¼�����ZLOO�EH�FKDUJHG��
�� 6PRNLQJ�DQG�VHUYLQJ�GULQNV�LV�QRW�DOORZHG�GXULQJ�WKH�([KLELWLRQ�ZLWKRXW��
� VSHFL¿F�DSSURYDO�IURP�WKH�YHQXH�
�� 1R�([KLELWRU�PD\�REVWUXFW�RU�DOORZ�KLV�JRRGV��GHFRUDWLYH�PDWHULDOV��� �
� IXUQLWXUH��HWF��WR�REVWUXFW�RU�¿OO�RSHQ�SDVVDJHV�DQG�RSHQ�VSDFHV�
�� 7KH�([KLELWRU�VKDOO�EH�REOLJHG�WR�REVHUYH�DOO�WLPH�OLPLWV�¿[HG�UHJDUGLQJ���
 construction, stand set-up, etc.
�� 7KH�([KLELWRU�VKDOO�EH�REOLJHG�WR�NHHS�KLV�VWDQG�RSHQ�DQG�VXLWDEO\�VWDIIHG��
� GXULQJ�WKH�RI¿FLDO�RSHQLQJ�KRXUV�RI�WKH�H[KLELWLRQ�
�� 7KH�H[KLELWLRQ�EXLOGLQJ�DQG�WKH�HTXLSPHQW�WKHUHLQ�PXVW�QRW�EH�GDPDJHG��
 (for example by nails, screws, etc. in doors and walls...).
�� 1R�LQÀDPPDEOH�GHFRUDWLRQV�RU�H[SRVHG�ÀDPHV�PD\�EH�XVHG�DW�DQ\�WLPH��$OO��
� GHFRUDWLRQ�PDWHULDO�RI�SDSHU�DQG�LQÀDPPDEOH�IDEULF�PXVW�EH�PDGH�¿UHSURRI��
� YDQG�FHUWL¿FDWH�ZLOO�EH�DVNHG�RQ�VLWH�
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Directions 

 By rail:

  
  SQUARE is just across the Brussels Central railway station.
  National trains: Get off at Brussels Central and follow the exit signs to 
‘Mont des Arts – SQUARE’.
International trains (Eurostar, Thalys) arrive into Brussels Midi. From there, it’s a 
simple two-minute train journey to Brussels Central. Just take any train heading 
north (free of charge: your ticket to Brussels includes commuting from and to any 
WUDLQ�VWDWLRQ�LQ�%UXVVHOV���JHW�RII�DW�WKH�¿UVW�VWRS��%UXVVHOV�&HQWUDO��DQG�IROORZ�H[LW�
signs to ‘Mont des Arts – SQUARE’.

 By air:

  
  After landing at Brussels International Airport (Zaventem), make your  
  way from the main arrival hall to level -1. Take a direct train to the city 
centre. After 17 minutes, get off at Brussels Central, and follow exit signs to ‘Mont 
des Arts – SQUARE’.

By road:

  
  There are 660 parking spaces right underneath SQUARE at the fee- 
  paying car park named Parking Albertine, level -2 (maximum height: 
195 cm). You can get in via Place de la Justice – Gerechtsplein at 1000 Brussels, 
and then walk straight into the building. Please do not use the other entrance at rue 
des sols / stuiversstraat at 1000 Brussels which is the loading and unloading street 
during build-up and dismantling periods.
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Please inform SQUARE of every package sent directly to the meeting centre 
prior to delivery.
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SHELL SCHEME BASIC

Included
Traditional painted panels 250cm high (color paint to be chosen).
Carpet (color to be chosen).  
1 name board (100 x 20cm) per open side.
1 rail with 3 spots.
1 multiplug.
1 rail LED of 3 meter long with indirect lightning to enlight your 
digital print.
3m² digital print on adhesive textile (3m x 1m).

Not included
Electrical connection / Internet / Furniture / Digital printing (your 
logo) on the fascia board.

DESCRIPTION Price in EUR excl.VAT

Price for 9m² 1 150 €

Price for 12 m² 1 250 €

FURNITURE OPTIONS

Option 1: High white desk + 1 stool
Option 2 : Digital print on the white desk (60cm x 60cm on adhesive 
textile)
Option 3 : 3 white chairs + 1 white small round table
Option 4: 1 storage room of 1m² + 1 door
Option 5: 3m² digital print on adhesive textile

DESCRIPTION Price in EUR excl.VAT

Option 1: High white desk + 
1 stool

145 €

Option 2 : Digital print on the 
white desk (60cm x 60cm on 
adhesive textile)

65 €

Option 3 : 3 white chairs + 1 
white small round table

150 €

Option 4: 1 storage room of 
1m² + 1 door

230 €

Option 5: 3m² digital print on 
adhesive textile

280 €
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ORDER FORM

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT

3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

SQUARE is the exclusive electrical provider

OUR SERVICE INCLUDES:
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�¿WWHG�ZLWK�D���P$PS�GLIIHUHQWLDO�FLUFXLW�EUHDNHU�
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�E\�TXDOL¿HG�SHUVRQQHO�LQ�WKH�UHTXLUHG�ORFDWLRQ��3LFN�XS�

LEGAL REQUIREMENTS:
- One connection per booth - 3KW min
- Only authorised persons are permitted to open elctrical boxes
- Beyond the electrical box, all installations must be carried out according to the regulations under the  
  supervision of the organizer or the exhibitor. 

These prices include installation and consumption for exhibitions running up to 3 days. For longer periods, please contact us for a quote.

Electricity will be live within 30 minutes of show opening and turned off within 30 minutes of show close

Description Color/Reference

Painted Panels 250cm H RAL :

Carpet (included in shell scheme basic) Ŀ�BlackĿ�GreyĿ�RedĿ�BlueĿ�Green

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

Please contact our AV specialist for any equiment and services not listed:
thibaut.roba@square-brussels.com

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com
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4SHELL SCHEME BOOTH

ORDER FORM

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT

3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

SQUARE is the exclusive electrical provider

OUR SERVICE INCLUDES:
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�¿WWHG�ZLWK�D���P$PS�GLIIHUHQWLDO�FLUFXLW�EUHDNHU�
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�E\�TXDOL¿HG�SHUVRQQHO�LQ�WKH�UHTXLUHG�ORFDWLRQ��3LFN�XS�

LEGAL REQUIREMENTS:
- One connection per booth - 3KW min
- Only authorised persons are permitted to open elctrical boxes
- Beyond the electrical box, all installations must be carried out according to the regulations under the  
  supervision of the organizer or the exhibitor. 

These prices include installation and consumption for exhibitions running up to 3 days. For longer periods, please contact us for a quote.
Electricity will be live within 30 minutes of show opening and turned off within 30 minutes of show close

Please contact our AV specialist for any equiment and services not listed:
thibaut.roba@square-brussels.com

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

Description Price (€) Qty Total

OPTION 1: 
High white desk + 1 stool

145 €

OPTION 2: 
Digital print on the white desk 
(60cm x 60cm on adhesive textile)

65 €

OPTION 3: 
3 white chairs + 1 small round white 
table

150 €

OPTION 4: 
1 storage room of 1m² + 1 door

230 €

OPTION 5: 
3m² digital print on adhesive textile

280€

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�
tax ID

SUBTOTAL €

VAT 21% €

TOTAL €
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TECHNICAL SPECIFICATIONS FOR THE FILES 

For any of your implementations, our graphic department is able to present you the 
following services:

� ��'HVLJQ�RI�LPDJHV�DQG�ORJR¶V�
� ��6FDQQLQJ�
� ��/D\RXW�
� ��)LQDOL]DWLRQ�RI�WKH�¿OHV
� ��6LQJOH�DQG�GRXEOH�VLGHG�VLJQDJH�

1. DESCRIPTION OF THE GRAPHIC PRINT

Digital printing on 160gr photo paper
The print is to be put on white PVC of 6 mm
The PVC will be put to melamine-covered wall

2. FILE DELIVERED BY YOUR COMPANY

Suitable formats for images or logos:

 A. SOFTWARE
 Photoshop (PSD/EPS/TIF/PDF)
 Illustrator  (EPS/AI/PDF)
 Indesign     (INDD/PDF)

 B. FORMAT
 Do work in proportions of: 10%-20%-25%-50%
� 6SHFLI\�WKH�GHVLUHG�VL]H�RI�WKH�¿QDO�LPDJH�LQWR�WKH�QDPH�RI�WKH�¿OH
 Add the used font types (screen and Postscript)
 Crop the image to the desired image
� :H�UHFRPPHQG�VDYLQJ�WKH�RULJLQDO�YHUVLRQ�RI�\RXU�¿OHV
 
 C. IMAGES
 Save your images in CMYK, even for images in black & white/greyscale      
           (NEVER use RGB-colours)
 Do not use other formats than EPS or TIFF or PDF (without compression)
� ,I�QHFHVVDU\��¿OHV�VKRXOG�EH�&RGHG�ELQDU\
 Texts should be vectored (outlined)
              before they are converted from Illustrator to EPS
 The optimal resolution for the images is:
 - Scan A4 at 300 DPI for visuals up to 1sq. m (+/- 40 Mb)
 - Scan A3 at 300 DPI for visuals up to 1to 2 sq. m ( +/- 70 Mb)
 Always convert the pantone colours to CMYK
 Make the gradation of the colours into a continuous tone
� $YRLG�ZRUNLQJ�ZLWK�7UXH�)RQWV�DQG�DYRLG�VKDGLQJ�LQ�3')�¿OHV�
 
3. IN GENERAL
 
  
� 2XU�SULFHV�GR�QRW�LQFOXGH�DQ\�PRGL¿FDWLRQV�RU�FRUUHFWLRQV�RI�WKH�
� GHOLYHUHG�¿OH��
 
� $OO�DGGLWLRQDO�PRGL¿FDWLRQ�ZLOO�EH�FKDUJHG�DW�DQ�KRXU�IHH�RI����HXURV�

We will make sure to create your graphics and images up to your expectations. 
We are committed to partner with you in order to provide the most  
comprehensive and effective solutions in the trade show industry.  
The graphic print and production industry is continuously evolving, in order to 
HQVXUH�WKH�EHVW�TXDOLW\�JUDSKLFV�DQG�LPDJHV�IURP�\RXU�GLJLWDO�¿OHV�DQG�WR�PDNH�
¿OH�WUDQVIHUV�DV�HDPOHVV�DV�SRVVLEOH�
We are pleased to provide you with guidelines for submission of your artwork.  
If you are not in the position to provide the needed digital artwork for your 
signage needs, our service is able to assist you.
We are capable of providing you with layout services.  
Additional fees will apply. 
Please contact our Graphics Manager for any equipment or service not listed 
here above: graphic@square-brussels.com

For more information, please refer to next page : Examples
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4TECHNICAL SPECIFICATIONS EXAMPLES

.gif

Logo en .jpeg Logo en .eps

.eps
Vector Artwork

For the best quality, artwork should be created in  
vector format (ai or vector eps). 
Logos taken from websites are generally gifs. Gif 
¿OHV�DUH�QRW�DFFHSWDEOHV�DV�WKH\�ZLOO�QRW�SULQW�
clearly. 
See visual.

Bitmap/Raster Artwork 

JPEG - We accept this format only when used to 
FRPSUHVV�D�¿OH�WR�KHOS�WUDQVPLVVLRQ��)RU�WKH�EHVW�
results, your original artworks need to be sent in 
High Resolution - 300dpi or Vector EPS. 
See visual.

Artwork which is going to be produced in vinyl, for 
example, solid company logos or text, must be sup-
plied in a vector format (ai or vector eps).
Artwork created in a pixel format, TIFF and JPEG is 
not suitable.
See visual.

PDF ��DUH�UHDG\�WR�SULQW�¿OHV�
The format needs to be sent at the correct propor-
tion and print-ready quality.Picture created  

and printed at a 
high resolution of 
300 dpi

Picture created at 
a low resolution of 
72 dpi will cause 
the image to be 
jagged and not 
crisp

Suitable Formats for images or logos

Program Preferred Format

Adobe Illustrator CS5 ai,eps

Adobe Photoshop CS5 tiff (LZW), jpeg (high quality)

Adobe InDesign CS5 indd (include all links)

Adobe Acrobat PDF (press quality setting)

QuarkXPress 7 axd (include all links)

1

Suitable Media for images or logos

Media Preferred Format

Email Attachments Limited to maximum size of 5MB

FTP Mandatory zip or sit compression
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3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

FURNITURE
ORDER FORM

Code Description 
(table,chair, size,colour,...) Price (€) Qty Total

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

2

For pictures go to:
            http://library.gl-events.be/FURNITURE2013/

For furniture price list go to:
            http://library.gl-events.be/FURNITURE2013/Price_square_2013.pdf 

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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PLANTS & FLORAL DECORATIONS
ORDER FORM

Ref Description plants Price (€) Qty Total

Plants : Basket & pot not included see P20

3601 Laurus pyramid (height 1,5/1,7m) 30€

3602 Laurus sphere (height 1,7/1,8 35€

3603 Ficus Benjamina (height 1,5m) 35€

3604 Ficus Benjamina (height 2m) 45€

3605 Ficus Benjamina (height 2,5m) 75€

3606 Palmier (height 1,7/1,8m) 35€

3607 Ficus Ali (height 1,5m) 35€

3608 Palmier (height 2,5m) 45€

3610 Bamboo (height 2/2,5m) 35€

3611 Buxus sphere (Ø 0,5m) + pot 40€

3612 Buxus pyramide (height 1m) 40€

3617 Buxus sphere (Ø 0,7m) + pot 50€

3618 Buxus sphere (Ø 0,9m) + pot 65€

3640 Ficus Ali (height 2m) 40€

3642 Column bamboo + basket 45€

3651 Olive-tree (height 1,8m) 45€

3652 Olive-tree (height 2,5m) 125€

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

For pictures go to: http://www.glbelgium.be/square/plants.pdf

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

3

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur:
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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Ref Description Price (€) Qty Total

3609 Aralia (height 1m) 25€

3613 Phoenix Robelini (height 2,3m) 45€

3614 Phoenix Canariensis (height 2,5m 125€

3616 Dracaena Marginata (height 1,5m) 30€

3643 Pseudosasa « Japonica » 45€

)LOOHG�ÀRZHU�WXEV�DQG�ÀRZHU�DUUDQJHPHQWV

3627 )UHVK�ÀRZHU�DUUDQJHPHQW����FP 25€

3628 )UHVK�ÀRZHU�DUUDQJHPHQW����FP 35€

3629 )UHVK�ÀRZHU�DUUDQJHPHQW����FP 45€

3630 )LOOHG�ÀRZHU�WXEH�OHQJKW����P 25€

3631 )LOOHG�ÀRZHU�WXEH�OHQJKW����P 35€

3632 )LOOHG�ÀRZHU�WXEH�OHQJKW��P 45€

Small green plants

3644 Fern 30cm 15€

3645 Fern 60cm 25€

3646 Asparagus 20cm 10€

3647 Asparagus 30cm 15€

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

PLANTS & FLORAL DECORATIONS
ORDER FORM

For pictures go to: http://www.glbelgium.be/square/plants.pdf

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

3

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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Ref Description Price (€) Qty Total

Baskets and pots

3619 Tuscan column grey (height 0,5m) 25€

3620 Teak pot (0,5 x 0,5m) 20€

3621 Tuscan pot (green, blue, brown) 20€

3623 Basket (height 1,10m) 20€

3624 Basket (height 0,80m) 20€

3625 Basket (height 0,50m) 15€

3626 Basket (height 0,30m) 10€

6SHFL¿F�ÀRZHU�DQG�SODQW�GHFRUDWLRQ�LV�SRVVLEOH

Quote on request

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

PLANTS & FLORAL DECORATIONS
ORDER FORM

For pictures go to: http://www.glbelgium.be/square/plants.pdf

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

3

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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AUDIO-VISUAL EQUIPMENT
ORDER FORM

Price includes delivery, set-up, pick-up, and dismantling.

Please contact our AV specialist for any equipment and services not listed: 
thibaut.roba@square-brussels.com

Hiring conditions:

The equipment has to 
be insured against  
«all risks».  
The exhibitor remains 
responsible for the 
equipment until the 
authorised staff has 
collected this  
equipment.
In case of loss, the 
equipment will be 
invoiced at the 
insurance value,  
without application of 
the ageing degree.
Every delivered order 
will be invoiced and all 
PRGL¿FDWLRQV�ZLOO�EH�
charged.

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

4

Description Price (€) Qty Total

Flat video and data monitor 32’’ HD
with speakers on stand

425 €

Flat video and data monitor 40’’ HD
with speakers on stand

610 €

Flat video and data monitor 55’’ HD
with speakers on stand

850 €

Flat video and data monitor 65’’ HD
with speakers on stand

1.520 €

Front projection screen - 4/3 (200x150cm) roller 
+ Projector (3000LUMENS)

690 €

Blu-ray player 65 €
Audio kit includes:
2 Loudspeakers on stand
1 CD Player
1 Mixing board
1 Wireless handheld microphone

610 €

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KLELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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2

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT

3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

ELECTRICAL CONNECTIONS
ORDER FORM

SQUARE is the exclusive electrical provider

OUR SERVICE INCLUDES:
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�¿WWHG�ZLWK�D���P$PS�GLIIHUHQWLDO�FLUFXLW�EUHDNHU�
��,QVWDOODWLRQ�RI�HOHFWULFDO�ER[�E\�TXDOL¿HG�SHUVRQQHO�LQ�WKH�UHTXLUHG�ORFDWLRQ��3LFN�XS�

LEGAL REQUIREMENTS:
- One connection per booth - 3KW min
- Only authorised persons are permitted to open elctrical boxes
- Beyond the electrical box, all installations must be carried out according to the regulations under the  
  supervision of the organizer or the exhibitor. 

These prices include installation and consumption for exhibitions running up to 3 days. For longer periods, please contact us for a quote.

Electricity will be live within 30 minutes of show opening and turned off within 30 minutes of show close

Description Price (€) Qty Total

3 000 W (1 single-phase 230V) 160 €

6 000 W (2 single-phase 230V) 295 €

9 000 W (3 single-phase 230V) 385 €

10 000 W (1 three-phase 16A 400V) + fuse box 425 €

20 000 W (1 three-phase 32A 400V) + fuse box 565 €

40 000 W (1 three-phase 63A 400V) + fuse box 900 €

80 000 W (1 three-phase 125A 400V) + fuse box 1.500 €

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

Please contact our AV specialist for any equiment and services not listed:
thibaut.roba@square-brussels.com

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

5
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7KH�H[KLELWRU�KDV�WR�VNHWFK�
KLV�ERRWK�RQ�WKH�JULG�� 
3OHDVH�LQGLFDWH�WKH�SRVLWLRQ�
RI�WKH�DLVOHV�� 
WKH�FRPSDQ\�QDPH�RU�VWDQG�
QXPEHU�RI�\RXU�QHLJKERXUV�
DQG�WKH�SODFH�ZKHUH�\RX�
ZDQW�WKH�VWDQG�PDWHULDO�WR�EH�
LQVWDOOHG�

$�VFDOHG�VNHWFK�LQGLFDWLQJ�
WKH�H[DFW�ORFDWLRQ�ZLOO�EH�
DWWDFKHG�WR�WKH�RUGHU�IRUP��
ZLWKRXW�LQVWUXFWLRQV�IURP�
\RXU�VLGH��WKH�LWHPV�ZLOO�EH�
SODFHG�DW�WKH�PRVW�WHFKQLFDO�
FRQYHQLHQW�ORFDWLRQ�
)RU�DOO�FKDQJHV�DIWHUZDUGV��
H[WUD�FRVWV�ZLOO�EH�LQYRFHG�

Back of Booth

Front of Booth

=Sqm   IMPORTANT

   INFO

Hall + Stand Nr Print Name + Signature

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

ELECTRICAL CONNECTIONS
SKETCH5
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RIGGING POINTS
ORDER FORM

Important remarks:
 
Rigging plan subject to approval 20 days prior to the event, 
Please specify dead-off height, 
These prices include installation for exhibitions                       
running up to 3 days.  
For longer periods, please contact us for an adapted quote.

Description Price (€) Qty Total

Rigging point for loads up to Max 50kg  * 160 €

Rigging point for loads from 51 to 200kg  * 250 €

Rigging point for loads over 200kg  * on request

NB: *  = Load must be secured with a safety!

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €

VAT 21% €

TOTAL €

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

6

Please contact our AV specialist for any equipment and services not listed: 
thibaut.roba@square-brussels.com

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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RIGGING POINTS
SKETCH6

7KH�H[KLELWRU�KDV�WR�VNHWFK�
KLV�ERRWK�RQ�WKH�JULG�� 
3OHDVH�LQGLFDWH�WKH�SRVLWLRQ�
RI�WKH�DLVOHV�� 
WKH�FRPSDQ\�QDPH�RU�VWDQG�
QXPEHU�RI�\RXU�QHLJKERXUV�
DQG�WKH�SODFH�ZKHUH�\RX�
ZDQW�WKH�VWDQG�PDWHULDO�WR�EH�
LQVWDOOHG�

$�VFDOHG�VNHWFK�LQGLFDWLQJ�
WKH�H[DFW�ORFDWLRQ�ZLOO�EH�
DWWDFKHG�WR�WKH�RUGHU�IRUP��
ZLWKRXW�LQVWUXFWLRQV�IURP�
\RXU�VLGH��WKH�LWHPV�ZLOO�EH�
SODFHG�DW�WKH�PRVW�WHFKQLFDO�
FRQYHQLHQW�ORFDWLRQ�
)RU�DOO�FKDQJHV�DIWHUZDUGV��
H[WUD�FRVWV�ZLOO�EH�LQYRFHG�

Back of Booth

Front of Booth

=Sqm   IMPORTANT

   INFO

Hall + Stand Nr Print Name + Signature

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:
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INFORMATION AND 
COMMUNICATIONS TECHNOLOGY 7
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General information:

› Labour: (Setup & dismantling) included in the price
 
› Network and Internet access:

ł�,QFOXGHG�LQ�WKH�SULFH�
- Line installation 
- Rj45 male Ethernet connector 
- One IP address per connection through an internal DHCP server 
- Technical support throughout your event

ł�2SWLRQV��RQ�UHTXHVW�
- Computer setup 
- Possibility of having a dedicated line with guaranteed bandwidth

ł�:L¿
- 3 Simultaneously devices maximum per access, more devices access
  on request. 
- Limitation of the bandwith per user of 1Mb (upload and download,
  higher bandwith on request.

› Phone:
 
- Access to an outside line (dial "0"). 
- Technical support throughout your event. 
- 20 € of communication package included.

›  Equipment:

- All computers (PC) are installed with Windows XP  
���(QJOLVK�YHUVLRQ���2I¿FH�������DQWLYLUXV�VRIWZDUH�DQG�$FUREDW 
  Reader, with a Belgian AZERTY keyboard.

- Different screen size available, on request.
- Windows 7 operating system available, on request. 
- English QWERTY keyboard available, on request.

›  Apple Equipment:

- Apple computers (Laptop or Desktop) are installed with the OS  
�VQRZ/HRSDUG�RSHUDWLQJ�V\VWHP��L:RUN�DQG�0LFURVRIW�2I¿FH� 
 
- Floor stand for iPad available, on request.
- iPad 4 (Retina) or iPad Mini available on request.

›  Copiers or printers:

- 1 package of 500 pages is included with white paper and cartridges (toner)
- Copiers: insluded functions: Copy/Print, paper tray A4 and A3.
- Detailed costs for printing:
   - A statement (for both color and b/w) is produced at     
         the end of the event.
   - Per print: 0,4 € for color, 0,25 € for black and white     
         (no matter for an A3 or an A4 sheet).

Quotations are valid until 15 days before the first day of the set up of the event.
Beyond this deadline, the following rules are applied:

�:KHQ�FRQ¿UPDWLRQ�RFFXUV�EHWZHHQ����GD\V�DQG���GD\V�EHIRUH�WKH�¿UVW�GD\�RI�WKH�HYHQW�
set up, an additionnal fee of 20% is charged on the total amount.

�:KHQ�FRQ¿UPDWLRQ�RFFXUV�EHWZHHQ���GD\V�EHIRUH�WKH�¿UVW�GD\�RI�WKH�HYHQW�VHW�XS��DQ�
additionnal fee of 40% is charged on the total amount.

*Subject to availability and faisability
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3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

Hiring conditions:

The equipment has to 
be insured against «all 
risks». The exhibitor 
remains responsible for 
the equipment until the 
authorised staff has 
collected this equipment.
In case of loss, the 
equipment will be 
invoiced at the 
insurance value, without 
application of the ageing 
degree.
Every delivered order 
will be invoiced and all 
PRGL¿FDWLRQV�ZLOO�EH�
charged.

INFORMATION AND 
COMMUNICATIONS TECHNOLOGY
ORDER FORM 

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

Please contact IT specialist for any equipment and services not listed:
christophe.correa@square-brussels.com

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

7

Description Price (€) Qty Total
Network & Internet access
1 Wired Internet Connection 240 €
Additional connection 90 €
Wireless access 150 €
Phone
Analog line + phone 290 €
Additional Analog line + phone 155 €
ISDN Line 400 €
Additional ISDN Line 250 €
IT Equipment Computer equipment and accessories
Laptop (Secure saver Included) 135 €
English «QWERTY» Keyboard 8 €
iPad 2 120 €
Touchscreen on request
MacBook Pro 280 €
Desktop +17 inch 115 €
Imac 21 inch 245 €
Printer A4 laser b/w - 25ppm - network 115 €
Printer A4 laser color - 16ppm - network 160 €
Copier b/w - 15ppm - A4 280 €
Copier color - 20ppm - A4 380 €
Color copy (per page) 0,35 €
Black and white copy (per page) 0,20 €
LCD screen 17 " 65 €
LCD screen 19 " 75 €
LCD screen 21 " 90 €
Network installation  
and/or printer installation per hour

75 €

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�RU�WD[�,'

SUBTOTAL €
TVA 21% €
TOTAL €

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KLELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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INFORMATION AND
COMMUNICATIONS TECHNOLOGY
SKETCH 

7

7KH�H[KLELWRU�KDV�WR�VNHWFK�
KLV�ERRWK�RQ�WKH�JULG�� 
3OHDVH�LQGLFDWH�WKH�SRVLWLRQ�
RI�WKH�DLVOHV�� 
WKH�FRPSDQ\�QDPH�RU�VWDQG�
QXPEHU�RI�\RXU�QHLJKERXUV�
DQG�WKH�SODFH�ZKHUH�\RX�
ZDQW�WKH�VWDQG�PDWHULDO�WR�EH�
LQVWDOOHG�

$�VFDOHG�VNHWFK�LQGLFDWLQJ�
WKH�H[DFW�ORFDWLRQ�ZLOO�EH�
DWWDFKHG�WR�WKH�RUGHU�IRUP��
ZLWKRXW�LQVWUXFWLRQV�IURP�
\RXU�VLGH��WKH�LWHPV�ZLOO�EH�
SODFHG�DW�WKH�PRVW�WHFKQLFDO�
FRQYHQLHQW�ORFDWLRQ�
)RU�DOO�FKDQJHV�DIWHUZDUGV��
H[WUD�FRVWV�ZLOO�EH�LQYRFHG�

Back of Booth

Front of Booth

=Sqm   IMPORTANT

   INFO

Hall + Stand Nr Print Name + Signature

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:

Indicate  
Booth n° this  

direction:
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LABOUR SERVICES
ORDER FORM 

$OO�UDWHV�DUH�VXEMHFW�WR�
FKDQJH�LI�QHFHVVLWDWHG�E\�
LQFUHDVHG�ODERXU��DQG�RU�
PDWHULDO�FRVWV

* S/T: Straight Time
  (Monday through Friday 
  From 08.00 AM to 05.00 PM)

* O/T: OverTime
  (All other times)

Date Shedule Worker Total Labour 
Rate-€

*S/T Labor Rate 35 €/hours excl.VAT

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

*O/T Labor Rate 50 €/hour excl.VAT

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

*S/T Forklift with Operator 95 €/hour excl.VAT

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

*O/T Forklift with Operator 140 €/hours excl.VAT

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

5HTXHVWHG�/DQJXDJH�V��

......................................................................
8SRQ�DYDLODELOLW\

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�
or tax ID

SUBTOTAL €

VAT 21% €

TOTAL €

  ADVICE

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

8

Payment upon receipt of the invoice

Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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HOSTESSES/HOSTS 
ORDER FORM

Hostesses (min. 4 hours) : 35 €/hour excl.VAT

Date Working hours #Persons #hours Total

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

5HTXHVWHG�/DQJXDJH�V��
 
.........................................................

......................................................... 
8SRQ�DYDLODELOLW\

SUBTOTAL €

VAT 21% €

TOTAL €

5HTXHVWHG�2XW¿W��
Women : .......................................
Men: .............................................

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�
or tax ID

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com

8

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KLELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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8

Model Nr1 Model Nr2

Model Nr3 Model Nr4

HOSTESSES

HOSTS

Model Nr1 Model Nr2
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2

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

3OHDVH�¿OO�RXW�DOO�WKH�ELOOLQJ�LQIRUPDWLRQ��LQ�FDSLWDO�OHWWHUV���DQG�VLJQ�WKLV�IRUP�WR�FRQ¿UP�WKH�RUGHU

   IMPORTANT
%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KLELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

SECURITY OFFICER

Date Working hours #Persons #hours Total

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

..... /..... /20... ....h.... to ....h....

SUBTOTAL €

VAT 21% €

TOTAL €

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�
or tax ID

Rates 
(01/01/2013) weekday weekday night Sunday Sunday night Saturday Saturday 

night

Stand Surveillance € 41.56€ € 50.91€ € 49.87€ € 57.03 €47.79€ € 57.14€ 

Bank Holiday (BH) Bank Holiday night BH Sunday BH Sunday night BH Saturday  BH Saturday 
night

€ 54.03 € 63.38 € 62.34 € 71.69 € 56.10€ € 69.61€ 

2
STAND SURVEILLANCE
ORDER FORM 

DOCUMENT TO RETURN TO: SQUARE - Rue Ravenstein, 2 B-1000 Brussels - Belgium
Tel: +32 2 515 13 99 - Fax: +32 2 479 47 37 - exhibitorbook@square-brussels.com
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9
BOOTH CATERING SERVICES

KIT

9 Basic Kit  

50 plastic cups
100 paper towels
25 garbage bags of 100L
25 rolls of paper towels
25 plastic plates
1 bottle opener

25,00 € VAT excl. 

 
9 Coffee Kit  - (30 Pads)

1 nespresso machine
30 coffee pads
Plastic cups
Milk
Sugar

90,00 €/day VAT excl. 
9 Belgian beer Kit

24 bottles of Jupiler
24 bottles of Duvel
1 Fridge
100 plastic glasses

240,00 € VAT excl. 
*Option 1 – waiter for the service 2 hours  = 80,00 €

9 “Drink’it” Kit

2L of orange juice
12 bottle of still water (1L)
12 bottle of sparkling water (1L)
24 cans of soft drinks (coca, Fanta, sprite)
24 bottles of 25cl Belgian Beers
100 plastic glasses

75,00 € VAT excl. 
 

9 Water fountain Kit

1 water fountain
2 bottles of water (18,9L each)
200 plastic glasses

125,00 € VAT excl. 
  

40,00

350,0
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Description Price (€) Qty Day
1

Day 
2

Day
3 Total

FOOD «EXPRESS»

Surprise bread - (40 Pieces) 60,00 €

Basket of sandwiches - (25 Pieces) 50,00 €

Basket of pastries - (25 Pieces) 32,50 €
Basket of mini pastries - (40 pieces) 40,00 €
Tray of mini cakes - (56 pieces) 45,00 €
Tray of macarons - (72 pieces) 75,00 €
Fruits basket - (3 kg) 45,00 €
Tray of fresh vegetables 30,00 €
Tray of zakouskis - (40 Pieces) 45,00 €

KIT
Basic Kit 40,00 €
Coffee Kit - (30 Pads)
*additionnal box of coffee pads:

125,00 €
(30,00 €)

Belgian beer Kit 350,00 €

«Drink’it» Kit 255,00 €

Water fountain Kit
Extra Water fountain bottle (18,9L)

125,00 €
28,00 €

CATERING BOOTH SERVICES
ORDER FORM

7HUPV�DQG�FRQGLWLRQV�
$OO�SULFHV�DUH�H[OXGHG�9$7�DQG�
H[OXGHG�GHOLYHU\�FRVWV
RI����¼�E\�HDFK�RUGHU�OHVVHU�
WKDQ����¼�

9$7�����RQ�IRRG
9$7�����RQ�GULQNV�DQG�RQ�VHU-
YLFH�DQG�PDWHULDO�

  ADVICE

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

9

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT

'2&80(17�72�5(7851�72���I	ERI¿FH#VTXDUH�JXVWR�HX�
    - Tel. +32 2 515 1328 - 

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�
number or tax ID

SUBTOTAL (food) €
VAT 12% €

SUBTOTAL (drinks) €

VAT 21% €

TOTAL €
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Description Price (€) Qty Day
1

Day
2

Day
3 Total

DRINKS « A LA CARTE »
THE « BUBBLES » LIST (75cl) 

Cava Brut «Dom Potier»  19,90 €

Champaign Vranken 35,00 €
Champaign Taittinger Brut 42,00 €
Champaign Drappier, Carte d’Or Brut 50,90 €

« WHITE WINE » LIST (75cl)
White Wine Réserve 14,50 €

Domaine de Pomes, Côtes de Gascogne  15,60 €
Château La Brie, Bergerac 16,80 €
Pouilly Fumé, Domaine Thibault 18,60 €
Sancerre, Domaine Reverdy 21,00 €
Coucheroy, Pessac Léognan 19,90 €

Meursault, Domaine Boissard Lardy 36,90 €

« RED WINE » LIST (75cl)
Red Wine Réserve 14,50 €
Château Bel Air, Bordeaux 16,90 €
Château Patache d’Aux, Médoc 21,90 €
Château Lamarzelle-Cormey, St Emilion GCC 22,40 €
Château de Rochemorin, Pessac-Léognan 23,90 €
Château La Bastide Dauzac, 2007, Margaux 28,30 €
Château Beau Site, St Estephe 31,20 €
IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�
or tax ID

SUBTOTAL €

VAT 21% €

TOTAL €

CATERING BOOTH SERVICES
ORDER FORM

7HUPV�DQG�FRQGLWLRQV�
$OO�SULFHV�DUH�H[OXGHG�9$7�DQG�
H[OXGHG�GHOLYHU\�FRVWV
RI����¼�E\�HDFK�RUGHU�OHVVHU�
WKDQ����¼�

9$7�����RQ�IRRG
9$7�����RQ�GULQNV�DQG�RQ�VHU-
YLFH�DQG�PDWHULDO�

  ADVICE

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

9

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KLELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT

'2&80(17�72�5(7851�72���I	ERI¿FH#VTXDUH�JXVWR�HX�
   - Tel. +32 2 515 1328 - 
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Description Price (€) Qty Day
1

Day 
2

Day
3 Total

DRINKS « A LA CARTE »
« SOFTS » (100cl)

Coca, Coca Light, Fanta, Sprite 
and Tonic

 3,25 €

« BEERS » (Bottles)
Jupiler 3,00 €

Hoegaarden  3,50 €

Kriek 4,00 €

« ALCOHOL » (100cl)
J&B, J-Walker, Gordon’s, Absolut 39,00 €

HOT DRINKS
Coffee, tea (1,8 L) 9,00 €

Hot Chocolate (1,8 L) 8,00 €

240 milk caps 18,00 €

Sugar cubes (1 kg) 6,00 €

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�
number or tax ID

SUBTOTAL (food) €

VAT 12% €

SUBTOTAL (drinks) €

VAT 21% €

TOTAL €

CATERING BOOTH SERVICES
ORDER FORM

7HUPV�DQG�FRQGLWLRQV�
$OO�SULFHV�DUH�H[OXGHG�9$7�DQG�
H[OXGHG�GHOLYHU\�FRVWV
RI����¼�E\�HDFK�RUGHU�OHVVHU�
WKDQ����¼�

9$7�����RQ�IRRG
9$7�����RQ�GULQNV�DQG�RQ�VHU-
YLFH�DQG�PDWHULDO�

  ADVICE

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

9

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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'2&80(17�72�5(7851�72���I	ERI¿FH#VTXDUH�JXVWR�HX�
   - Tel. +32 2 515 1328 - 
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Description Price (€) Qty Day
1

Day
2

Day
3 Total

MATERIAL
Ice pack slag 5,00 €

Garbage bag 25 pcs. 5,00 €

Roll of paper towels 2 pcs. 2,50 €

Plastic wine glass 20 pcs. 10,00 €

Plastic champagne glass 10 pcs. 8,00 €

Plastic plate 50 pcs. 10,00 €

Cups of coffee (for the coffee machine) 25 25,00 €

Sponge & cleaning kit 9,00 €

Plastic glass for soft drinks 25cl 25 pcs. 24,00 €

SERVICE
Waiter 40,00 € 

per hour

IMPORTANT:
3OHDVH��¿OO�RXW�\RXU�YDOLG�9$7�QXPEHU�
or tax ID

SUBTOTAL €

VAT 21% €

TOTAL €

CATERING BOOTH SERVICES
ORDER FORM

7HUPV�DQG�FRQGLWLRQV�
$OO�SULFHV�DUH�H[OXGHG�9$7�DQG�
H[OXGHG�GHOLYHU\�FRVWV
RI����¼�E\�HDFK�RUGHU�OHVVHU�
WKDQ����¼�

9$7�����RQ�IRRG
9$7�����RQ�GULQNV�DQG�RQ�VHU-
YLFH�DQG�PDWHULDO�

  ADVICE

STAND: HALL Nr:

VAT Nr COMPANY NAME:

BILLING 
ADDRESS:

CONTACT:

E-MAIL:SKYPE:

ZIP: CITY: COUNTRY:

TEL: FAX:

MOBILE:

.....................................................................................................................................

.....................................................................................................................................

'2&80(17�72�5(7851�72���I	ERI¿FH#VTXDUH�JXVWR�HX�
   - Tel. +32 2 515 1328 - 

9

Payment upon receipt of the invoice
Date:

Print Name:

Signature:

Company’s stamp:

      Bank transfer references
      GL events Belgium S.A.
      Chaussée de Vilvorde 158  -  1120 Brussels  -  Belgium
      Account NR: 191 0509232 45  Swift Code: CREG BE BB
      IBAN CODE: BE44 1910 5092 3245
      CBC Banque - Grand’Place 5 - B-1000 Brussels - Belgium
      Credit card (+2% administration costs):

      Cardholder’s Name:............................................................ 

      Type of payment:  

      Account Number: ...............................................................

      Security Code: ......    Amount: ..........   Exp.date: ..../...../.....

All orders received after 7th 
of november 2014 will incur: 
 
������VXUFKDUJH� 
��LPPHGLDWH� 
��SD\PHQW�ZLOO�EH
  required 
��3URGXFWV�PLJKW�EH 
��VXEVWLWXWHG

   IMPORTANT

...................................

%\�VLJQLQJ�WKLV��\RX�DJUHH�
ZLWK�RXU�JHQHUDO�WHUPV�	�
FRQGLWLRQV

1R�FODLPV�ZLOO�EH�
DFFHSWHG�DIWHU�WKH�H[KL-
ELWLRQ��
3OHDVH�FRQWDFW�648$5(�LQ�
ZULWLQJ�EHIRUH�WKH�HQG� 
RI�WKH��VKRZ�

$OO�FKDQJHV�RI�LQYRLFH�
GXH�WR�ZURQJ�LQIRUPDWLRQ
ZLOO�FRVW���¼�

   IMPORTANT
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ACCESS TO SQUARE BRUSSELS 
MEETING CENTRE

BLD. DE L’EMPEREUR  KEIZERSLAAN
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APPROX SCALE 1CM:
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15M
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C
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E
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G

RUE ROYALE

RUE ROYALE

KONINGSSTRAAT KONINGSSTRAAT

8

ENTRANCE CENTRAL STATION

M ENTRANCE METRO CENTRAL STATION

i TOURIST INFORMATION

CITY BIKES DISPOSAL

A BOZAR (DIRECT ACCESS FROM SQUARE)

TAXI

1 GLASS ENTRANCE
(MONT DES ARTS - KUNSTBERG, 1000 BRUSSELS)

NO PARKING IN THE STREET!

P PUBLIC PARKING «ALBERTINE»
(DIRECT ACCESS TO SQUARE)
(3 RUE DES SOLS, 1000 BRUSSELS)

  

DELIVERY ENTRANCE
(27 RUE DES SOLS, 1000 BRUSSELS)
ONLY FOR SMALL PACKAGES AND EUROPALLET 
NOT BIGGER THAN 120 CM (L) X 80 CM (W) X 140 CM (H)

5

LOADING & UNLOADING
(15 RUE DES SOLS, 1000 BRUSSELS)

6

LOADING & UNLOADING
FOYERS
(1 COUDENBERG, 1000 BRUSSELS)

7

 

COUDENBERG ENTRANCE
(3 COUDENBERG, 1000 BRUSSELS)

4

2 TERRACE ENTRANCE
(MONT DES ARTS - KUNSTBERG, 1000 BRUSSELS)

RAVENSTEIN ENTRANCE
(2 RUE RAVENSTEINSTRAAT, 1000 BRUSSELS)

3

MUSEUM RESTAURANTR

10

8 DELVAUX ENTRANCE
MONT DES ARTS, 1000 BRUSSELS
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SQUARE:
General terms and conditions

7KH�SXUSRVH�RI�WKLV�GRFXPHQW�LV�WR�GH¿QH�WKH�VWDQGDUG�WHUPV�RI�VDOH�RU�OHDVLQJ�RI�WKH�HTXLSPHQW�SURGXFWV�VHUYLFHV�IRU�WKH�LQVWDOODWLRQ�
and layout of stands, fairs, exhibitions and other events by SQUARE.

1) APPLICATION
The conditions set out hereunder form a complete set and apply to all the services of SQUARE, regardless of the client’s standard terms. 
$FFRUGLQJO\��DQ\�VSHFL¿F�SURYLVLRQ�WKDW�DOWHUV�WKHP�PXVW�EH�DJUHHG���H[SUHVVO\�DQG�LQ�ZULWLQJ���EHWZHHQ�WKH�SDUWLHV��

2) PLANS – MODELS
Any person asking SQUARE to prepare a study, a plan or a model undertakes to either reserve for SQUARE its execution, or to compen-
sate it for any and all expenses incurred as a result of said studies, plans or models.  Drafts, plans, etc., shall remain the full property 
of SQUARE, even in the case of execution.  They cannot be executed in any way, nor handed over, or communicated to third parties 
without the prior written authorisation of SQUARE. 
3) OFFERS
$V�FHUWDLQ�PRGL¿FDWLRQV�PD\�WDNH�SODFH�GXULQJ�WKH�SUHSDUDWLRQ�RI�WKH�¿QDO�SODQV��WKH�SULFHV�LQGLFDWHG�LQ�RXU�HVWLPDWHV�PD\�EH�LQFUHDVHG�
or decreased. 

4) ORDERS
An order will only be completed if it is accompanied by a 50% down payment of the amount (all taxes included) of the estimate.  The 
DGGLWLRQDO�VHUYLFHV�RUGHUHG�ZLWKLQ�OHVV�WKDQ���EXVLQHVV�GD\V�SULRU�WR�WKH�¿UVW�H[KLELW�GD\�VKDOO�EH�SDLG�LQ�FDVK�DW�WKH�WLPH�RI�WKH�RUGHU��
8QOHVV�VSHFL¿FDOO\�DJUHHG��LI�DQ�RUGHU�LV�SODFHG�DIWHU�WKH�UHWXUQ�GDWH�LQGLFDWHG�RQ�WKH�RUGHU�IRUP�RU�WKH�HVWLPDWH��D�����SULFH�LQFUHDVH�
VKDOO�EH�DSSOLHG��,Q�DGGLWLRQ��IRU�DQ\�RUGHU�SODFHG�DV�RI�WKH�¿UVW�H[KLELW�GD\��WKH�SULFHV�ZLOO�EH�LQFUHDVHG�E\�������7KH�FDQFHOODWLRQ�RI�
DQ�RUGHU�PXVW�EH�FRQ¿UPHG�LQ�ZULWLQJ�E\�WKH�FOLHQW���,I�DQ�RUGHU�LV�FDQFHOOHG�OHVV�WKDQ����EXVLQHVV�GD\V�SULRU�WR�WKH�¿UVW�H[KLELW�GD\��
the down payment collected shall be considered as our permanent property as contractual, lump-sum, irreducible compensation.  If 
DQ�RUGHU�LV�FDQFHOOHG�OHVV�WKDQ����EXVLQHVV�GD\V�SULRU�WR�WKH�¿UVW�H[KLELW�GD\��WKH�HQWLUH�DPRXQW��DOO�WD[HV�LQFOXGHG��RI�WKH�RUGHU�KDV�
to be paid. 

5) TRANSPORT
Regardless of the circumstances, the leased equipment shall travel at the client’s risk.  The equipment delivered is considered in good 
condition unless the client submits a written claim within 24 hours of the delivery time. The rental period shall commence at the time 
that the equipment leaves at GL events warehouses and shall end when the equipment arrives back at the warehouses.  Breach or 
delay shall not give rise to any compensation on the part of SQUARE if they are caused by an act of God or by another thing that can’t 
be for seen 

6) DELIVERY
SQUARE shall be fully released from the obligation to perform the work that is the subject of the accepted invoice in the event of force 
PDMHXUH��RU�LQ�FDVH�RI�HYHQWV�VXFK�DV�PLOLWDU\�PRELOLVDWLRQ��WRWDO�RU�SDUWLDO�VWULNH��ZDU��ORFNRXW��UHTXLVLWLRQ��¿UH��ÀRRG��WUDQVSRUW�LQWHU-
ruptions or delays, shortages of raw materials, accidents involving tools, or any other cause impeding its activity or that of its suppliers, 
or giving rise to total or partial idleness for it or its suppliers.  In the case of force majeure and/or if stock is unavailable, SQUARE 
UHVHUYHV�WKH�ULJKW�WR�IXUQLVK���LQ�OLHX�RI�WKH�HTXLSPHQW�RUGHUHG���DQ\�HTXLYDOHQW�HTXLSPHQW�¿W�IRU�LGHQWLFDO�XVH���'HOLYHU\�WLPHIUDPHV�
DUH�JLYHQ�IRU�LQIRUPDWLRQ�SXUSRVHV�DQG�GR�QRW�UHSUHVHQW�¿UP�FRPPLWPHQWV�RQ�RXU�SDUW���$Q\�GHOD\V�VKDOO�QRW�JLYH�ULVH�WR�GDPDJHV��
LQWHUHVW��¿QHV��RU�WHUPLQDWLRQ�RI�RUGHUV�RU�UHWHQWLRQ�RI�HTXLSPHQW��648$5(�UHVHUYHV�WKH�ULJKW�QRW�WR�GHOLYHU�LI�WKH�GRZQ�GHSRVLW��RU�
cash payment in case of an additional order) have not been paid. 

7) RESERVATION OF TITLE
The equipment leased by SQUARE shall remain its entire property.
If sold, the merchandise shall remain SQUARE’s property until the entire price has been paid.  If the client fails to make payment for 
any portion of the price, the restitution of the equipment may be demanded at any time, by notice sent by registered mail.  The client 
FDQQRW�VKLUN�LWV�UHVSRQVLELOLWLHV�DQG�PXVW�LPPHGLDWHO\�IXO¿O�LWV�REOLJDWLRQV��IDLOLQJ�ZKLFK�LW�VKDOO�LQFXU�D�GDLO\�SHQDOW\�HTXLYDOHQW�WR�WKH�
cost of putting the equipment out of service. 

8) EQUIPMENT – LIABILITY
As of the time that the equipment is made available, delivered or accepted, the client alone shall have custody of the leased equipment 
and shall alone be liable for any deaths, losses, or damages suffered or caused by this equipment and until it has been returned. The 
client releases SQUARE from any liability, also vis-à-vis third parties, resulting from normal, abnormal or wrongful use of the equip-
ment, throughout the equipment’s leasing or usage period.  
Under no circumstances may SQUARE be held liable for any damages what’s however, caused by the falling of partitions, accessories, 
structure or decoration, both during preparation and during the fairs, exhibitions or events, or during their removal. The same shall 
apply for all damages caused to objects belonging to the client.
The facilities and equipment are leased in good condition and must therefore be returned in good condition. Any damage 
or loss shall be invoiced to the client at its actual value, the client must insure the material against this risks. 
SQUARE denies any liability concerning the documents, objects, samples and materials left by the client in the leased equipment or 
on the stand, whoever performs the assembly or disassembly work. In the event that the client allows the removal and/or restitution 
of the leased equipment, it shall be responsible for restitution within the stipulated timeframe. If the equipment is not returned within 
the stipulated timeframe, the client shall be liable for the loss resulting from the tardy restitution, or, if applicable, non-restitution. The 
client is strictly prohibited from modifying the stand’s structure, including partially, as well as from painting, decorating or modifying 
WKH�FRORXUV�VWLSXODWHG��HWF���DV�ZHOO�DV�IURP�¿[LQJ�LQ�DQ\�PDQQHU�ZKDWVRHYHU�REMHFWV�WR�WKH�VWUXFWXUHV�RI�WKH�VWDQGV���,I�WKH�FOLHQW�YLR-
lates this prohibition, SQUARE shall invoice at the normal selling price in effect at this time the replacement or repair of the equipment 
delivered. 

9) CLAIMS
All claims must be made to SQUARE in writing during the event; complaints after the event will not be taken into consideration.

10) PAYMENT
Our invoices are payable in cash to our address.  If payment is not made on a timely basis, the invoices shall incur --automatically and 
without notice-- monthly interest at the rate of 12% per year.  In addition, as compensation, they shall be increased by 10%, with a 
minimum of EUR 40.  

11) SECURITY DEPOSIT
5HJDUGOHVV�RI�WKH�W\SH�RI�HYHQW��D�VHFXULW\�GHSRVLW�PD\�EH�GHPDQGHG�DW�WKH�WLPH�RI�WKH�RUGHU��WKH�RUGHU�ZLOO�QRW�EH�¿OOHG�LI�VDLG�VHFXULW\�
deposit has not been received.
This security deposit shall be returned to the client after full payment has been made of the amounts due, and the equipment has been 
returned in good condition by the date stipulated.  Should the client fail to return the equipment at the end of the event open to the 
public, or if it has not allowed the supplies to take back the equipment, this equipment shall be considered as permanently lost and the 
security deposit shall be deducted from the equipment’s replacement

11

E
x
h

ib
it

o
r 

S
e
rv

ic
e
s 

M
a
n

u
a
l 

2
0

1
4


