BOOKING FORM

PARTICULARS OF THE PROMOTION

Name of event/promotion:   


1.1 Description of event:  


1.2 Location of event:  

1.4 Duration of event: 


1.5 Set-up date:




Break down date:


1.6
Hire charge:

        


COURT HIRE. EXCL VAT 

1.7 The exhibition/promotion is not confirmed until payment is made.  Should this signed contract, together with the payment, not be received by Mall Space Management by the

                             , then the parties agreement the booking in respect of 

the event will automatically terminate.

INVOICING DETAILS 
Company:


Attention:           


Telephone:      


Fax:




E-mail:                            

Physical Address:


Postal Address:


Tax reference nr:

Contact details of person responsible in accounts:  
This done and signed at …………………….………… on the ……… day of ……………….…2006.

WITNESS
1. _______________________

2. _______________________

________________________________

(For and on behalf of the Exhibitor)

This done and signed at …………………….………… on the ……… day of ……………….…2006

WITNESS
3. _______________________

4. _______________________
(For and on behalf of Westgate Centre Management)
WESTGATE EXHIBITION APPLICATION

Dear Promoter

Thank you for your interest in Westgate Shopping Centre.

With more than twenty years of successful trading to its name, Westgate is renowned as the shopping mecca of the West Rand.  An estimated 16-1million people per annum stream through the doors of this bustling complex, which boosts an exciting range of over 200 stores.  Westgate has just polished its look and is more than just a shopping centre; it is a complete experience, a meeting place, and a place where needs are fulfilled. Quite unlike most other shopping centres in the region, almost all of Westgate is located on a single level, eliminating confusion and allowing glorious sunlight to brighten the entire interior.

This demand, together with our own promotions, menus that we are, unfortunately unable to accommodate all of the promotional applications that we receive.  Applications are, therefore, evaluated on the basis of their merit.

Centre promotions take preference over Tenant promotions, which in turns take preference over promotions by non-competitive outside companies.

A list of guidelines and booking form are attached.  These procedures have been put in places to protect all parties.

HOW TO APPLY:

1. Complete the attached booking form, sign the guideline and return both to 

Mall Space Management.

2. Once your application has been processed you will receive a letter informing you of the outcome of your application.  Please do not begin any preparations without written confirmation.

Please do not hesitate to contact me on 011 768 - 0616 or 083 293 6324 or fax 011 768-2291

 I look forward to receiving your application.

Regards,

Samantha Vicent

Mall Space Management










(Initial here)

EXHIBITION GUIDELINES

· A detailed plan of what the display and artwork will look like must be submitted with the application form for approval 3 weeks before the exhibition.  Failure to do so will result in application being denied.

· No exhibitions will be considered without written application.

· Exhibitions are to be neat, professional, of a high standard.

· Exhibitions are to be set-up at 4pm on a Monday and removed between 12 and 3 pm the following Monday unless otherwise stipulated.

· The Owners of Westgate, Westgate Centre Management, Marketing concepts and the Westgate Merchants Association will not be held responsible for any damage, loss or theft incurred whatsoever to the Centre as a result of the exhibition.  It is the sole responsibility of the exhibitor to make the necessary security arrangements.

· Nor shall The Owners of Westgate, Westgate Centre Management, Marketing concepts and the Westgate Merchants Association be responsible for any injury which may be sustained in or about the Centre to the convener, its directors, servants, agents, customers or any other person to whom such injury may be cause.

· No shop fronts, signage of foot traffic may be blocked by display items, hence the number of restrictions in terms of height, width etc.  It is therefore crucial that all relevant measurements are supplied to Centre Management.

· Height restriction:  1.5 meters

· All signage – banners, posters POS material – must be professional.  Handwritten signage is not acceptable.  There must be no doubt as to the Exhibitor’s identity.

· Banners, posters, bunting etc may only be erected in specific areas.  No POS material may be placed on the pillars.

· The exhibition should be manned during Centre hours (incl. Friday late night trading).  Monday to Thursday 09h00 to 18h00, Friday 09h00 to 19h00, Saturday 09h00 to 17h00, Sunday 09h00 to 13h00 and public holidays may vary please inquire before hand.

· All advertising material that includes the Westgate logo must be approved by the Marketing department before going to print.

· The Marketing Department reserves the right to make changes where they deem them to be necessary.  This will always be done in consultation with the exhibitor.

· Applications should be submitted will in advance due to demand or the promotional areas.  Should an Exhibitor not comply with their original proposal or should the exhibitor not meet with the required standards.  Westgate reserves the right to cancel the exhibition.

(initial here)

· Exhibitors may be required to attend a meeting to discuss their application.

· Tenants are not permitted to block book an exhibition area for more than 2 weeks at a time.

· No bookings will be made for exhibitors from mid November through to end of January.

· Exhibitors may not distribute pamphlets or flyers in the mall or in the car park.

· No surveys may be done inside or outside the Centre unless prior arrangements have been made with Centre Management.

· Pot-plants, walls, pillars, shop fronts etc, may not be used as structures, nor are they to be used for promotional material.  No dustbins or benches may be removed by the Exhibitor.

· All storage or packing material must be removed from the exhibition site or concealed from view.

· Tenants may not exhibit merchandise, which, is not sold in their stores.

· Staff manning the exhibition stands must be neatly dressed and trained to deal with customers.

· Payment for promotional areas is to be received in full five days prior to set-up date.  Should an exhibitor fail to make payment on due date, set-up will be denied.

· Should an exhibitor not comply with their original proposal and required standards are not met, Westgate reserves the right to cancel the promotion with no refund of payment made.

· Selling will be allowed from the promotional areas on condition that:

· there are no till points in exhibition area

· cash boxes / moon bags etc, are kept in a secure place

· selling takes place within the specified exhibition area

· Westgate Centre Management / Marketing will not be held responsible for any loss incurred by the Exhibitor.

PLEASE SIGN AND RETURN THIS LETTER WITH YOUR APPLICATION

FORM TO WESTGATE COURT RENTALS CC

Tel:  011 768 0616

Fax:  011 768 2291

SIGNATURE:  …………………………………      DATE:  ……………………………
PAGE  
1

