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A GUIDE FOR EXHIBITORS

Partner & Sponsor

Dear Exhibitor,

This Guide for helping you make your participation in Rome Maker [Eaifée
European Edition, a successful evemhis Guide will assist you in planning your
presence at the event ensuring yawaximise your participation.

The CGuide is constantly updatedFor the latest version of the document. We

recommend that you visit www.makerfairerome.eBlease do take the time to read

through the information as it is important that nothing is leftt§ 8 &t I &G YAy ozi S
ensure you have everything you need.

Finally, we would like to inform you that for the 2019 edition we have decided to
further enhance the close link between technological innovation, circular economy and
environmental protection. Fothis reason we are working to make this experience a
great carbonrfree event, making every effort to use renewable energy {iree paper

and plastiefree consumables at the fair.

Help us make Maker Faire Rome 2019 a caifbea event through four simplactions:

w  reduce the use of polyethylene and other fostgrived plastic containers;
w  promote the use of FPET plastics;
w  use recycled paper for your printing as much as possible;
w  do your waste sorting properly during your stay at the Fair;
w  help spread ourirtuous message to visitors.
Welcome!

(*) note: this document is to be considered as The Guide to Exhibitors quoted at art. 6
of the contract for Exhibitors
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Maker Faire Rome Exhibition Team:

You can contact the team using thisrail: sponsor@nakerfaireromeeu

- Luca Rosgqpartnershipteam kader¢ sponsor@makerfairerome.gu

- Ursula Paldteam coordinator for communicationspress@makerfairerome.gu

- Fiera di Roma technical Team

Exhibition Important Info:

Exhibition dates: 18-20 October 20D

Exhibition venue: Fiera di Romdwww.fieraroma.i)

T B adSNYy 3SngressdbB&OS Idia +A
Alexandre Gustave Eiffel (a crestseet of Via

Portuense);

T b2NIKSNY I&essoNNosd®S | did + A |
Portuense 16449647

Opening Days And Times:

FridayOct 18™ from 9:00 am to 1:00 pm (Educational day
reserved to schoo)s

Friday Oct 18™ from 2:00 pmto 7:00 pm(exhibition, paying

entrance, more info on ticketing on
www.makerfairerome.ejy

SaturdayOct 19" from 10:00 am to 7:00 pm (exhibition, paying
entrance, more infan ticketing on
www.makerfairerome.ey

SundayOct 20" from 10:00 am to 7:00 pm (exhibition, paying
entrance, more info on ticketing on
www.makerfairerome.el
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The Exhibitors are requested to keep attended their stands during the event starting from
October18" up to October20™ through the opening hours.

Build-Up & Dismantling Timetable:

BUILDUP TIMETABLE
From Tuesday, Octobd5™ from 8:30 to 19:30

Resered to the official stand builders and to the "only space" stands buildgirgctly
contacted by the Organizer

Thursdayl7t" October from 8:30 am to7:30 pm

All displays and exhibits must be completed and all excess products and packaging materials in
buildingup removed by exhitor not later than Thursdag7™ at 7:30 pm.

DISMANTLING
SundayOctober20" from 7:30 pm t010:30 pm

Monday October21™ from 8:30 am t02:00 pm

Removal of displays and complete dismantling of stands.

It is strictly forbdden to start dismantling the stands and remove exhibits and displays before
these terms. During dismantling each exhibitor is responsible for the goods inside the stand.
For reasons of security, exhibitors are advised to remove all portable and valtebke as

soon as possible after theventcloses and not to leave their stand unattended until all such
items are cleared.

All materials, packaging and waste must be removed from the venaled dismantling
operations must be completed byMonday, 21" at 2:00 pm. When disposing of packaging,
unnecessary items and waste, we ask you to pay as much attention as possible to sustainability:
correctly separate the materials, and reuse and recycle whatever youAtgnwaste material

f STG T2 N (K SsalwNBelchaigéddackra theRekhdbitdor his contracRasidual

waste material, in limited quantities, must be deposited by the exhibitor inside the special
waste containers present in the fair district: any waste material abandoned by the exhibitor

be returned to him or his contractor.

We will provide carts/dollies for moving equipment to your location. There are a relevant bu:
limited number of carts; please return the carts and dollies immediately after you are finished, so
other Exhibitorsmay use them. Yoaouldbe asked to leave an ID in exchange for cart/dollies.
case of need of other moving equipment please contact the technical team.
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Access To The Venue & Badges:

ACCESS TO THE VENUE

The access to the venpafterthe withdrawal of he badgewill be through followings gates:

Badges can be retrieved (please see the attached map):

1 until Wednesday Octoberal': at the CARGO EST ENTRANGHly for the exhibitors
equipped with badges for setting up and dismantlmpleaseread the praedures for the
issue and withdrawal of this specific badge);

1 Thursday T™": at the EAST ENTRAN@EmM 8:30am to 7:30 pm (only for the exhibitors
equipped with badges for setting up and dismant/ing exhibitor with set up badge valid
only for October 17" ¢ please read the procedures for the issue and withdrawal of this
specific badgea shuttle bus connects the East Entrance with the Norttréace and the
railway station

1 Friday B": at the EAST ENTRANGEthe NORTH ENTRAN@&EmM 7:30am(only for the
exhibitorsequipped withexhibitor badge valid for the three days of the evenead the
procedures for the issue and collection of this baxige

! Saturdayl9" and Sundayp0": at the EAST ENTRANGEhe NORTH ENTRANE&M 9:00
am (only for the exhibibrs equipped withexhibitor badge valid for the three days of the
event- read the procedures for the issue and collection of this badge

SETUP AND DISMANTLING ACCESS BADGES

In order to get the access badges for Maker Faire Rome we kindly ask yaet@kthe names
in the Exhibitor Portal no later thaklonday 30" September2019. Any person not listed will
not be entitled for free access as exhibitBtease bring an ID document with you.

Exhibitors with gre-setuparea by the Organization will iathe access to their own space, for
its personalization, on October7t (setup badge exhibitarvalid only on October7ih).

Exhibitorswho build their own booth/exhibitiorexhibition space involving collaborators and /

or external companies for settyy up and dismantling (bare areas or special projects), will have

to enter the names of their employees and the names of any external contractor directly in the
Portal of Fiera di Romarou will receive a message fronfoaccessi@fieraroma.itwith subject

GFiera Roma MAKER FAIRE ROMEomunicazione credenziali accesso vieb O2 y (i I A y Ay 3
credentials.Following the registration, the badges for settingamd dismantling will be issued

For these exhibit@® access for setp must be authorized by the Executive Direction according
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to the setup schedule.

CAR ENTRANCE FOR SET UP

During the setting umnd dismantlingon the dates and times previously indicaj¢de partners

can come in with their own veties from the "Cargo Est" entrance, shing the badge for
setting updismantling in order to load and unload goods. Indoor parking is limited; therefore, it
is necessary to move the ¢aack to an external parking area as soon as unloading is finished in
order to facilitate the other exhibitorsAll vehicles are required to leave the parking area at the
end of the setting up hours. It important to follow this rule because any vehicles parked after
the opening and closing times may toeved away

EXIBTORS BADGES:

To access in the days of the event, it is necessary to register the list of persons in advance on
the Exhibitors Portahll the persons who wish to have access to thentveo preside over a

booth or hold a workshop/talk, must bexglicitly mentioned in the listAny person who is not
registered in the list will not have the right to free access as an exhibitor.

Each registered person will be given:

a bracelet to be wm during the whole time of the event;

a service ticket combined with the bracelet, which also must be kept during the entire time
of the event according to the SIAE rules;

1 aname badge at will allow the makers to be visually distinguishex fin@ public

Shell Scheme Info:

¢tKS SEKAOAG2NE SydAdtSR F2N) gAftf 0SS LI I OSR A\
up by the official stand contractor with a standard set®ease take into consideration thbe

Organize does notsupply anyelectrictransformeror adaptors.So, please, bring with you any

adaptors/transformers, if needed (for non EU residents we remind that electric power in Italy is
220/240 V at 50 Hz).

GRAPHICS

The Exhibitorswho have to display their own materials must remembéatt they cannot
compromisethe Visual Identity of Maker Fairdny damage caused by not respecting this, will
be charged
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Only Space Stands Info (Main Exhibitors, Sponsors Institutional
Organizations):

¢t KS SEKAOAGZ2NER OakekEl YradiSpladdgavilh te irdicatiod $f special
requests to thetechnical teanof Fiera di Romgfor its formal approvalThe plans are subject to
approval and have twomplyg A G K (G KS ¢ SOKYyAOIf wS drdehnical A 2 v &
regulationson the fair graindst bttp://www.fieraroma.it/en/exhibitors/technicatregulations!/

The deadline for submission of technical plans (regarding the stands of exhibitors anc
institutional organiations for which the Organizgrovided (only the space) iSeptember20"
2019.

During the buildup and dismantling operations the access to the venue wilielserved aly to
the Exhibitors and/or eventual externatand builder Compliance with safetyegulations is
mandatory for all exhibitors and theistand builders to this end, all the necessary
documentation will be requiredfor ex. stand plans, technical modules required, certificates
relating to fire prevention, materials testing, list of pemmel employed in assembly operations,
etc.).

Venue Regulations:

All exhibitors undertake to respect scrupulously, and engheesrespectof their collaborators,

builders and contractors appointed by them,to the "District Regulations” of Fiera di Roma
(http://www.fieraroma.it/en/exhibitors/technicatregulations). L & Q& A YL NI yd 2
buildings and its premises few some first rulefor helping this common commitmergtor the

complete list please refer to thEiera di Roma Requlations

1 No drilling of holes, attaching to, or painting of the floor, or any other defacement to floors
and walls. Wllen such a damage should occur the exhibitor is the sole responsible for
damage;

1 Signage and/or decorations may not be taped, nailed, tacked, stapled or otherwise
fastened to any wall, ceiling, column, stone, window, drape, or painted surface in any area
inside the building or on the premises without advance permission;

1 No food or beverage may be offered or displayed as part of exhibit, demo, presentation, or
workshop unless specific arrangements have been made with the Organizer;

i Take care not to occuphe aisles and space among the booths;
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Management reserves the right to restrict exhibits, demos, displays, presentations or
workshops that become objectionable because of noise, methods of operations, materials,
safety or any other safety and commomse respect reasonsyery participanthave tocomply

with the Italian Laws and the Technical Regulations of Fiera di Roma
http://www.fieraroma.it/en/exhibitors/technicatregulations/.

Insurance Policy:

As in the contract (point 3), the Organizer has stipulated an Insurance Ralicly will cover
0KS SEKAOAGAZ2Y® a2NB aLISOAFAOIf{fer GKS hNEHI YA

A) Civil liability insurance coverage:
Coverage for exhibits for the entire duration of the Event, including the fitthogt of the
space, assembly and disassembly of the booth.

B) Theft insurance coverage (see the limit of the coverage at point 3 of the contract)

Every exhibitor has the option to subscrib@om request, an integration of coverage insurances
taken out by Innova Camera, paying the extrsurance premium directly to the insurance
company which the Organizer has sigmath the main insurance coverage.

The insurance coverage for theft is exaddduring the builcup and dismantling of the
exhibition spaces.

In case you are going to run in your stand or everywhere in the vemiwjties that can be
considered out of the usual exposition activity you must be a policy holder for the risksdrelate
to the activities you will be running. The Organizer is not responsible for any consequences cf
that. You must show a demonstration of the insurance policy before the beginning of the Faire.
The Organizer and/or the safety authorities reserve to notvaland/or to stop any of these
activities before and/or during their execution.

Selling:

For what concerns the sales the exhibitor may:

9 offer directly for selling their products to visitors

or
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1 picking up orders for a subsequent delivery

1 show and propse the products to be sold in the special Maker Store (if it will be open)
organized in the Faire; in this case selling and delivery conditions will be agreed between
Sponsor and Maker Store management.

In the case of direct sale or orders picking up, Bygonsor must comply with the Italian
commercial and fiscal legislation, indemnifying the Organizer in any Sase.or promotion of
third party products is not allowed but for specially agreed Exhibitors.

Storage, Shipping, Lifting And Handling:

In the venue a storage room will be open. For information please contaemnaal:
storage@makerfairerome.eu

The warehouse service, included according to the package purchased, will be ready from
Monday 14" Octdoer 2019 at 8:30 am (opening hourfrom 8:30 amto 6:30 pm) The incoming
goods before that date will not be accepted and stored.

On the packages must be visible the following information:

Name of Recipient

- Company namg

- Nr. Booth

- Telephone nurbher of acompanyreferent;

Destination address
c/o Magazzino Maker Fa&iRome Viale Alexandre Gustave EifféafARGO ESTFiera di Roma
00148 Roma ltaly

Please be sure that arrival of goods, materials and any other stuff, even through cdori¢hs
Faire is nobefore the8:30 amof Monday 14" Octoberandthat any leaving of your material
from the venue is beforéhe October21™ at 12.00 am.

We inform you that the organizers of the Maker Faire Rome do not provide any shipping or
transportservice nor custody and delivery to forwarders of any parcels left at the venue by the
exhibitors when they leave their stand.

On the labels of the goods have to be clearly written the name of the receiver company, the
pavilion, the number of the boothsna the name of the contact person. The shipping costs,
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including any customs operations, have to be managed and paid directly by the sender/receiver
company. Please notice that, even if the warehouse is secured, the Organizer will not stand any
responsality for the custody of such material; if you think that the general insurance
agreement is not enough to cover the value of your material we encourage you to notify if you
are willing to conclude a supplementary insurance contract so that we can adgbas® the
insurance contracto(see Insurance paragraph)

For big things a lifting and handling service will be provided during-bpildnd dismantling
times; please make us know features and dimensions of any big material to be handled.

In order to aoid misunderstandings and inconvenience, we recommend you check, when
sending shipments, that the packaging you use is appropriate to the contents. Shippirg
companies sometimes may not take proper care of goods during transport. While we do
everything posible to ensure the integrity of the material, during the hectic days of preparation

of the event, we cannot check the actual status of the packages. The Organizer therefore assumes
no responsibility for the condition of goods at the time of arrival andncd check for any
anomalies or breakages nor ask the shipper to do so.

Talks and workshops

Talks and workshops will take place in rooms or areas withiceophoneand avideo projector
(or a monitor) withVGA cable We don't provide any adaptor for othevideo plugs, so bring
yours.

Except when agreed with our team, there will be no reservation procedure: people will flow into
the room freely until it's full.
Language

English is the official language of Maker F&imne Make sure everybody can understhypou.A
service of translation assistance can be provided (paying and under previous booking).

Schedule and punctuality

The hours written in the contract and in the public calengablished on the websitéefine the
total duration of your slot, includinthe time for speakers switching and technical preparation.

Please cooperate with us for keeping the maximum punctuality of the program, and let the
speaker who follows you to start in time.

If you have a ondaour slot, we recommend using 40 minutes fouyspeech, 15 for questions
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and leaving 5 for room switching.

Selling workshop kits

All workshops must be free for participants: it is not possible to ask them for an additional fe=
since they already paid an entrance ticket.

However, if your workshop inolles usage of consumables or people are allowed to bring the
result away, you can sell the materials as a kit at the beginning of the workshop. Please get;in
touch with our team for getting the authorization for this.

If your activity has a limited numberof people who can participate, please consider the
possibility to allow other people to enter the room and attend passively

Wi-Fi:

A powerful WAFi service will be dedicated to exhibitors and speakers. In order to use it, a
password will be sent viamail before the event begins.

In case you need a Vi access with no authentication, we can enable access from individual
devices according to their MAC addresses. Please send the MAC addresses you need tc be
enabled tosponsor@makerfairerome.eno later than14™ October, 2019.

Please understand that because of the large data traffic, as well as the radio frequency
interferences caused by electronic projects and devices theFiWervice is not easy to
implement. It may thus suffer from minor interruptions, which our technicians will promptly
solve. If your projects needs an Internet link, we recommend, just like in any similar event, to
prepare an offline version such as a local server or even a simple ssheénPlease note that
even mobile phone Internet might not work correctly because of the density of people.

Custom access points and personal hot spots are the main cause of problems with-Hie Wi
service. In order to avoid problems with the Yaliservie we ask that no personal Wi networks
are activatedln case we remind that this is a violation of the contract.

Custody And Surveillance:

The custody and surveillance of the stands are responsibility of the Exhibitors for the entire
opening hours of he exhibition, both during the event both during the builgh and dismantling.

It is therefore recommended to the exhibitors to display objects that can be easily removed and
to be present at the booth for the duration of the opening hours.

During the closire hours,a perimeter surveillance service is provided. It is recommended, like in
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any trade show, to remove any valuable item (like laptops). You might also want to bring lockakle
boxes for collecting small items.

Safety And Emergency:

To help us to prodce an entertaining and safe environment for makers and many attendees
please be aware and committed with safety regulations, signage, staff indications and, above all,
common sense. If your project/exhibition/demo can be considered hazardous or a caoiocern

the Faire (especially for fire safety) please be sure to notify to us in order to draw the possib’e
best safety specific plan.

Fire Hazard notification and special permits: if you intend to display, operate or use any of tre
items listed you must obtaia prior approval by the Maker Faire team: heat producing or epen
flame devices, candles, lamps, etc.; electrical, mechanical or chemical devices deemed to be
hazardous or toxic; internalombustion engines; flammable liquids, compressed gases or
dangerows chemicals.

All materials may be inspected and/or tested by the Fire and Safety Service at any time. Please
note that all gangways must be kept clear and safety requirements must be respected at all timas
throughout the buildup, dismantling and exhibitim All Exhibitors and contractors on site are
responsible for keeping the gangways clear and safety requirements and equipment respected.
Please ensure your contractors are aware of the emergency gangways and about safety
requirements and equipment.

You wil be responsible of any consequences of not complying the safety regulations.
Children safety: Maker Faire is also a family event. We appreciate the cooperation of everybody
in keeping Maker Faire Rome safe for the children attending the event. Childdar 14 y.o. are

not allowed to be inside the venue during build up and dismantling hours.

If your exhibit/demo has hazardous machinery, materials or any elements of concern, please ta<e
the time to inform parents and children of safe practices for yexiibit.

These emergency services are provided:
- Safety and fire service
- Medical service

FOR ANY EMERGENCY REASONS (such as fires, toxics spreading, electric shocks, unwell, et
PLEASE CONTACT IMMEDIATELY A MEMBER OF STAFF: they know wtaheiust be
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Garbage:

At the Fair site is held on the separate collection of waste. Please be sure to use the correct
garbage binAfter dismantling, all bulky materials and waste must be removed from the stand
and taken to the bins or to the dedicated aréa#hen disposing of packaging, unnecessary items
and waste, we ask you to pay as much attention as possible to sustainability: correctly separéite
the materials, and reuse and recycle whatever you can.

Release3.0_200918 Pag.12



B ROME
M

o [ T ) N S R R R R R B

iz}
- L4
!; THE EUROPEAN EDITION

Logo Guidelines:

ROME

OCT18>20-2019
Maker Faire
e o)

W 4TvIR \y
M HE

PARTNER

The logo is a specific Event logieder permission of Make Medidnc. By using the official logo
2F GKS S@Syild e2dz gAfft {Sflbe shiodingdff YOI prodyclt S @S NE
TheMaker Faire RomeThe European Edition!

How to use the logo and stay in touch with us: you cae the logo to communicate your
participation in the event:

- onyour site
- on your social channels
- in your digital signature

You cannot use the logo in any document for a commercial use as, for example, products
catalogues or prices lists.

The logo must @ with a short text indicating your participation at the event (Ex. "we will be at"

"Come and see us at the Maker Faire ROnThe Logo should be linkéalthe site of the event
(www.makerfairerome.el Alwaysposition the logo for maximum impact and give it plenty of
NRE2Y (2 ONBIGKS® ¢KAA gAff KSELI 02 Syadz2NB 2 dzN

If you want you can also download the artworksa I 1 S A (i onlour webSit¢ &t the
following links:

- Englishhttps://2019.makerfairerome.eu/en/promote?/

- ltalian: https://2019.makerfairerome.eu/it/promuow?/

Release3.0_200918 Pag.13


http://www.makerfairerome.eu/
https://2019.makerfairerome.eu/en/promote-2/
https://2019.makerfairerome.eu/it/promuovi-2/

ROME

] SR |Maker Faire| (|| R R
EEEE )y (|

........ I
—! THE EUROPEAN EDITION

For your communication on Twitteyou can use thénashtagEMFRD and stay in touchvith us
@MakerFaireRomeFor your cormunication on Facebook you céind us on the following link:

https://www.facebook.com/MakerFaireRom&or your conmunication onLinkedinyou
canfind us on the following linkhttps://www.linkedin.com/company/makeffaire-rome/

Regardingi KS f 232> LX SIFasS R2 y2d4 F{ftiSNI §KS YI Nja

Change the scale and proportions of the elements within the logo;

Change the colours of the logo;

Change the format;

Cut and use parts of the logo;

Use any part of the marks as part of another word;

Redesign, redraw, animate, modify, distort, or altee proportions of the marks;
Surround the marks with or place in the foreground overa pattern or design;
Rotate or render the marks thregimensionally;

Add words, images, or any other new elements to the marks;

Replace the approved typeface with any ethypeface;

Enclose the marks in a shape or combine it with other design elements or effects;

Modify the size or position relationship of any element within the marks;

= =4 4 4 -4 A4 -4 -4 -5 -2 -2 -2 -2

Add additional copy to the marks;

Waming: any use of the logo th& not describedn this document should be formally
approved bylnnovaCamera(Maker Faire Rome organizegs specifiedh the Article 13 ofhe
participation contract. If you find yourself in doubt, please contact our communication office:
comunicazione@innovacamera.it

Where To Stay:

We arearrangng special discounted rates with hotel partners. You can find a list of the hotels
directly on our websitéhttp://www.makerfairerome.eu/en/whereto-stay/) you can get a special
rate asking directly as Maker Faire Partner.
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How to reach Fiera di Roma:
Exhibition venueMaker Faire Rome will take place in Fiera di Rdamérances:

& y 3 NB acEkast Bnianakia Alexandre Gustave Eiffel
oy 3 NB a & Rlorth BniidRaeria Portuense 1648 1647

Allinformationon how to reach the eventenue areposted on our website at
https://2019.makerfaireome.eu/en/howto-get-there/

Welcome to Maker Faire Rome 201
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