SCAJ World Specialty Coffee Conference & Exhibition 2006
Exhibitor Service Manual

Title: SCAJ World Specialty Coffee Conference & Exhibition 2006
Date: August 7 -9, 2006
Venue: Tokyo International Forum

3-5-1, Marunouchi, Chiyoda—ku, Tokyo JAPAN 100-0005
Tel: +81-3-5221-9000
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EXHIBITION TIME TABLE
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1. Exhibition Open Hours

Monday, August 7 : 10:00 - 17:00
Tuesday, August 8 : 10:00 - 17:00
Wednesday, August 9 : 10:00 - 16:00

2. Move-in/out Time
Sunday, August 6 :

Wednesday, August 9: 17:00 - 22:00

09:00 — 18:00 for Exhibitors and Non-official Contractors

All exhibitors and contractors must finish moving out and must be
out of the exhibition hall by 22:00PM on August, 2006.

***  The Secretariat and the official contractors organize and control on-site move-in/out activities

for all exhibitors.

Non-Official contractors and exhibitors who set-up own booth must contact Event & Convention
House, prior to the show move-in date when move-in/out will be scheduled in other than the
above designated time. They will be advised for the early move-in. Otherwise no

contractor/exhibitor is allowed to enter the premises.




EXHIBITOR/CONTRACTORBADGES ===

Booth Personnel Badges:

All personnel representing the exhibitor or his agents on the exhibit floor during the official show hours
must be properly identified with the official badge.

Please register the number of badges you need during the show in the Form No. 1 “Application for
Booth Personnel Badge”, and submit to Event & Convention House by July 14, 2006.

Temporary Set-up/Dismantle Badges:

All personnel representing the exhibitor or his agent on the exhibit floor during move-in and move-out
(that will not need access to the floor during the official show hours) can obtain temporary set-
up/dismantle badge at the entrance to the show floor. Please complete exhibitor appointed contractor
work authorization form and submit to Event & Convention House, Inc. by July 14, 2006.
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***100 complimentary passes per booth will be provided at the venue.



RULES & REGULATIONS ON BOOTH DECORATION

1. Basic Booth

The “Basic Booth” below includes a basic shell, three arm spotlights, and one electric outlet.

Note:

*All exhibitors except those who appoint their own contractor are requested to specify the exhibitors’
name that will be appeared on the Name Board using the application form No. 4 “Application for
Basic Booth”, and submit to Event & Convention House no later than July 14, 2006.

** Carpet is not provided in the basic booth. Any exhibitor wishing for the carpet need to apply using
the application form NO. 4 “Application for Basic Booth” to Event and Convention House, by July
14, 2006. The fee for the carpet per 1 booth is JPY20,000.

Specification of the basic booth

System Panels |

Arm Spotlights

)
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2970

Electric Outlet
Carpet is excluded. (1.2Kw)

Accessories within the system walls (extra panel, extra parapet, door, curtain, shelf, etc) are available.
Any exhibitors wish for those accessories need to order with form NO. 18 & 19 “Application for
System Option” to Event & Convention House until June 14, 2006.

During the process of completing exhibition and decoration plans, exhibitors must observe the
rules & regulations and take necessary precautions to prevent possible accidents, dangerous
situations, fire, and etc. The organizer will not admit any exception to the rules and regulations.

* Please consider the following rules and regulations to preventing any disruption during the
show. Thank you for your cooperation.



2. Notice of Decoration Contractor

The organizer has not specify any stand decorators. Upon selecting a decorator, please fill out the
application form NO.5 “Notice of Decoration Contractor” and submit it to the Event & Convention
House with details of your booth drawings to receive a permission by the office no later than July 14
2006.

* If you applied for the Basic Booth, unnecessary to submit such drawings.

3. Precautions on Booth Construction in the Exhibition Hall

Construction work onto the hall existing facilities is strictly prohibited.

Protection sheet for the hall floor must be prepared and used, in the case of possibility that water may
leak, stain and any damage may occur to the floor facilities. When you do especially welding work,
please be sure to recuperate yourself with the sheet for construction.

As for in the case of the construction in a pit, a gas burner, an oxygen cylinder, an acetylene cylinder, an
electric-welding machine, etc. should withhold the work out of which fire and sparks come. Moreover,
carrying in of the dangerous object into a pit should withhold.

Construction work to equipment of floor, wall, pillar, etc. in a concourse is prohibited.

Be careful not to damage incidental facilities, fire prevention equipment, etc. in the hall in construction. If
it should damage, please carry out a present condition return at the expense burden of a construction
contractor or an exhibitor. Moreover, please do not cover suction and the jet circumference of fire
prevention equipment and air-conditioning-related equipment by the ornament thing.

Display decorations and exhibits should not be hang from the hall ceiling, poles, walls or other existing
structures of the exhibition hall or leaned against them.

All decorations must be installed within the assigned booth space. If demonstrations are to be held in the
booth, please make sure to design the booth to have enough space for the audiences.

The organizer will try to install any electrical wires and cables out of audiences’ sight as much as
possible. Nevertheless, due to the general electrical cabling design for main power supply to each
location, we may not be able to honor every exhibitors’ request. At the time of your electrical designing,
please consult with Event & Convention House to prevent such possible problems.

When a radio-communications machine is used during the show days, please use registered equipment
and devices based on Wireless Telegraph Law.

There will be no storage space is provided for exhibitors in the exhibition hall.

During the booth construction and moving of the materials, please pay attention not to damage any of the
hall facilities, electrical equipment, telephones, city water supplies, and/or other exhibitors’
decorations/exhibits. etc. The exhibitor who incurred the damages will be deemed responsible, and will
be requested to repair the damage immediately at the exhibitors’ expense.

Please prepare and arrange decorations only in the assigned booth area. Do not leave any materials in
the aisles or other exhibitors’ booths. This rule also applies to the removal of the exhibits in the move-out
time.

As a principle, exhibits or decorations can not be changed or altered during the show period.

Please be responsible to dispose any trash and waste materials from your booth. If any materials are left
in the hall, Event & Convention House will dispose such materials without notifying the owner,
and the owner will be charged for it.

Smoking is prohibited in the exhibition halls by the “Fire Prevention Act” as well as the meaning and the
character of the event. Please smoke outside of the hall or in the designated smoking areas.



4. Ceiling Structure
As a principle, booth ceiling structure are prohibited, however if the exhibitor's objective cannot be fully
achieved without having a ceiling, special permission may be obtained from the Fire Authority.
Please contact Event & Convention House, and you must submit the following documents to the Authority
with;
- Document explaining necessity of ceiling structure
- Floor plan and front view along with detailed blueprints.
- Specifications as to materials used (type of material, thickness, fire proofing, etc.) and methods of
attaching ceiling to booth.
- Exhibitor and his contractor contact information with a name of responsible personnel.

* Note: Depending on the specifications of the ceiling structure being planned, various safety equipment
i.e. fire extinguishers, smoke detectors, etc. may be required to prepare/install at exhibitor's expense.

* Note: Any ceiling structure without permission by the Authority and without reporting to Event &
Convention House, must be ordered to take down by the reason of the fire prevention act.

5. Booth Height Restriction
Maximum booth height for all configurations is at 4.5m in height. Within 1.0m area from all perimeters
facing to neighbor booths, the maximum height is restricted to 2.7m in height.



REGULATIONS FOR USE OF UTILITIES

The basic booth includes three arm spotlights, and one electric outlet (100V 1,500W). Any exhibitor those
who wish for different power supply in their own booth need to apply with form NO. 7 & 7-2 “Application for
Electrical Power Supply” to Event & Convention House by July 14 2006 along with the location of the switch
box placed in the booth and electricity details on the form completed.

*Hall illumination is 750 lux.

1.Type of Power Supply
One main switch box will be installed according to exhibitor’s floor layout plan. Even if your booth is more
than two (2) booth units, there will be only one main switch.

- Single-phase, 2-lines system, 100V 50Hz
- Single-phase, 2-lines system, 200V 50Hz
- Three-Phases, 3-lines system, 200V 50Hz

* Please note that special voltages and frequencies other than the above can not be supplied.
2. Power Supply Schedule
Power will be supplied in the entire hall from 12:00 on August 6 until 16:30 on August 9, 2006.

In case of 24hours power supply required, please mention in writing on the form and its details (purpose /
function etc.)

3. Payment for Power Supply

- Mainline Connection fee (Power Supply) for either 100V and 200V lines:
JPY12,000/KW

- Electricity Consumption fee during the show period

JPY3,500/KW

Less than 1.0KW usage is counted as 1.0KW. Below a decimal point is round up to 1.0KW.
For example,

in case of 11.4KW estimated in total, the total amount will be as follows;
12.0KW x (JPY12,000 + JPY3,500) = JPY186,000

4. Extra Lighting Fixture & Electric Outlet
Exhibitor who wish to use of extra lighting in the booth, needs to apply with the application form NO. 7-2
“Application for Electrical Power Supply -2 to Event and Convention House by July 14, 2006.

Electric Outlet (100v / 200v) ¥5,000

FL Tube Light (40w) ¥3,500
Spotlight (100w) ¥4,000
Arm Light (100w) ¥3,500
Halogen Light (150w) ¥7,000
Halogen Light (300w) ¥8,000

For other request, please contact to Event & Convention House.



5. Water Supply and Drainage Services
At the hall, there will be one sink for every exhibitor’'s use.

To obtain water supply and drainage equipment within the booth, exhibitors must submit the application
form NO. 8 “Application for Water Supply and Drainage Services” to Event & Convention House by
July 14, 2006 along with the location of the equipment placed in the booth on the form completed.
Upon receipt of the application form mentioned above, the official contractors will run the necessary
water pipes from the main machinery pit of the exhibition hall floor and install a water outlet together
with a meter as basic equipment in a secondary machinery pit located near the booth.

6. Payment for Water Supply and Drainage Services
Exhibitors those who applied for the service are required to bear main and secondary work cost. Event
& Convention House will send the estimate upon receiving application.

7. Temporary Internet Services
Exhibitor who wish for the Internet service (optical fiber) needs to order with the application form No.10
“Temporary Internet Service” to Event & Convention House no late than July 14, 2006.

Installation work date : August 6, 2006

Installation cost: ¥76,800 per line

The above expense only include basic charge, installation charge, wiring charge and
telecommunication fees. Exhibitors are requested to prepare their own HAB in order to connect
more than two computers to the Internet simultaneously.



FIRE PREVENTIONS

1. Smoking
Smoking is not allowed in exhibitors’ booth. Smoking is only permitted outside of the exhibition hall or in
the designated smoking area located in the hall.

2. Bringing-in of Fire/Hazardous Materials
It is prohibited to start a fire in the exhibition hall, or to bring in hazardous materials to the hall without
prior permission from the Fire Authority. Event & Convention House will apply for permission to bring in
any hazardous materials to the hall. Please contact Event & Convention House in advance.

3. The Act Which Needs Permission from The Fire Authority

Use of Fire
Bringing in Hazardous Materials



PRECAUTIONS ON SANITATION

To offer sampling and trying food in the booth, permission of the Health Center is required.

Exhibitors are asked for writing down a required matter in the application form NO.9 “Notice of Food &
Beverage Service / Showpiece”, and should submit to Event & Convention House by July 14, 2006.
The application to the Health Center is adjusted and made collectively in Event & Convention House.
Coffee service in a booth usually does not have the necessity for the application, however exhibitors those
who wish to bring in perishable food products such as milk are required to submit the form. Event &
Convention House sees your showpieces carefully just in case, and inform those who are considered to be
prepared relevant equipment.

Please note that the Fire Authority and Health Center reserve the right to order a
reconstruction/arrangement/removal of any showpieces that they consider as inappropriate.

Any exhibitors those who would like to distribute or give away are requested to report them using form NO.12
“Notice of Give Away to Event & Convention House by July 14, 2006.

1. Recognition of the Eating-and-Drinking Service in a Booth

1) For the tableware, a disposable container should be used in principle.

2) The amount of offers is a mouthful grade in principle.

3) The food to offer takes the sanitary degree of harm into consideration.

4) Waste should be processed properly.

5) It refrains from the cooking act of the food to offer on-site as much as possible.

6) The food should be bought in the quantity offered on the day, puts into practice temperature management
proper about the storage etc., and uses it up by the end of that day in principle.

7) When a food handling person's health condition is checked and there is condition, such as a suppuration
nature disease and diarrhea, you do not make it engaged in work.

8) It strives for sufficient health education about food handling also to pursuers, such as a part and part-
timer.

9) A person in charge should be set to every section (institution) for the thoroughness of health
administration.



PRECAUTIONS ON DEMONSTRATION

In case of demonstrating any exhibits, thoroughgoing safety and disaster prevention measure should be
performed.
The following demonstrations should be withhold:

a) Demonstration with a possibility of soiling or damaging institution equipment.
b) Demonstration to which harm may befall a visitor etc.
c) Demonstration accompanied by the noise which becomes troublesome to other exhibitors.

When breaking the following notes, its demonstration may be stopped from an organizer.

1. Demonstration Notes

Please devise a thoroughgoing preventive measure about noise, vibration, a bad smell, smoke and
other dangerous phenomena for any demonstration.

Demonstration of the machine accompanied by vibration should be formed with the equipment which
prevents vibration of an exhibit, and be taken measures for which direct vibration does not effect to
the site.

For the smoke occurred by demonstration of exhibits, the permission application to a jurisdiction fire
department should be made in advance, and the equipment for discharging smoke to outdoors
should be installed.

It is prohibited from throwing away machine oil, cutting oil and cooking oil used for demonstration of
exhibits into a water pipe and a pit. The exhibitor who used should have responsibility for collecting
and disposing them.

When demonstration time overlaps with a circumference booth, please shift demonstration time by
talks of both booths, and perform effective demonstration.

2. Booth Permanent Residence

The exhibitor with forms surely needs to be during a term management from which a person in
charge resides in a booth permanently, and does not become uninhabited. The organizer should take
no responsibility for any accidents, such as a theft of an exhibit and breakage in the booth.



RENTAL OPTIONS

1. Rental Options

The Basic Booth includes a basic shell, three arm spotlights, and one outlet. Please prepare all of
furnishings i.e. floor carpet, furniture, fixtures, equipment and etc. which are used inside exhibit booth space.
Exhibitor who wishes use of such option prepared by Event & Convention House needs to order with the
application form NO. 11 “Application for Rental Option” to Event & Convention House by July 14 2006.
Those who wish for the carpet, please order with the application form NO.4 “Application for Basic Booth”

*Please refer to the attached option list for your selection.

**The rate indicated on the list does not include set-up/dismantle fee.

2, Coffee Machine / Coffee Pot
The following Coffee Machine and Pot will be prepared with charge upon your request.

Exhibitor who wishes use of them needs to order with the application form NO. 11 “Application for Rental
Option” to Event & Convention House by July 14 2006.

***The rate indicated on the list does not include set-up/dismantle fee.

Coffee Machine :BREW MATIC EX Coffee Pot : SGDH25
100V — 1.2Kw (70 cups per hour) Capacity 2.5L
Rental Fee: ¥20,000 Rental Fee : ¥3,000




BOOTH CLEANING SERVICE

Organizer will be responsible for the general cleaning of the exhibition hall and gangways only. Exhibitors must
clean their booths and put their rubbish after show time daily. If exhibitors would like to hire cleaners to their
booths, please fill form NO. 13 “Application for Booth Cleaning Service” by July 14, 2006 to Event &
Convention House. Please note that the request on site will not be acceptable.

1. Term
After the show on 71, 8t and 9t August 2006

2. Cost
Booth with carpet (for 1 booth) 1 ¥5,750
Booth without carpet (for 1 booth)  : ¥3,750

3. Cleanup Duty
Vacuum-clean the carpet or mop the floor, throw the rubbish out
(exclude showcase, display table and showpieces)



EXHIBITION GUIDEBOOK

The guidebook will be published with the company name of all exhibition companies, the location, the
telephone number, the FAX number, URL, e-mail address, the business line, and the selling point, etc.

All exhibitors are asked for writing down a required matter in the application form NO. 14 “Application for
Free Manuscript in the Official Guidebook”, and should submit to Event & Convention House by June 30
2006.

The business line should be within 50 words, and the selling point should be within 100 words.



HOST/HOSTESS BOOTH STAFFING

The recommendation of hostess, narrator, and interpreter is performed for the improvement in convenience of
exhibiting companies. Exhibitor who would hire them, is asked for filing in a required matter in the application
form NO.16 “Application for Hiring Booth Staff”’, and should submit to Event and Convention House by July
14, 2006.

The recommendation of hostess, narrator, security guard and interpreter is not accepted when it passes over
an application deadline.

Period of Employment 10:00-17:00 on 7t and 8t, 10:00-16:00 on 9t

Hostess (Receptionist, Reception) @¥ 20,000 / day
@¥ 10,000/ day (For Rehearsal or Prior Training)

Hostess (English Speaker) @¥ 30,000/ day
@¥ 15,000 / day (For Rehearsal or Prior Training)

Narrator (Japanese Only) @¥ 45,000 / day
@¥ 22,500/ day (For Rehearsal or Prior Training)

Narrator (English Speaker) @?¥ 80,000/ day
@¥ 40,000 / day (For Rehearsal or Prior Training)

Interpreter A (Business Skill) @%¥100,000 / day
@¥ 50,000/ day (For Rehearsal or Prior Training)

Interpreter B (Conversation Skill) @¥ 80,000/ day
@%¥ 40,000 / day (For Rehearsal or Prior Training)

Security Guard (Japanese Only) @¥ 50,000 / day
@¥ 25,000/ day (For Rehearsal or Prior Training)

* Interpreter A can talk almost like a native and is certainly left to a business talk.
Interpreter B is the level which does not have trouble in conversation every day.
An interpreter is service for eight hours includes one hour rest in a day. When you need an interpreter in
the booth all day, please apply for two interpreters. Overtime charges are ¥15,000 for Interpreter A and
¥12,000 for Interpreter B per hour.
* Usually, a companion takes the break of 2 hours per day. Please compute the number and apply,
after taking the recess into consideration.
*Security guard usually is required to stand in the booth all the show hours. Please have at least two
security guards, taking the recess into consideration.
* ¥2 000 as transportation expenses and ¥1,000 as lunch per day will be separately charged about
each above staff.
* Exhibitors are requested to prepare booth personal badge for hiring staffs.

Other notes

1) Please prepare a uniform at your company.

2) Preparation of a narration manuscript should write down at its company.

3) The amount must be paid to Event and Convention House by the date of payment shown on the bill issued
by Event and Convention House.



