
 
 
Important Exhibitor and Contractor information – please read 
 
 
Build Up Times 
The exhibition timetable can be found here. 
 
Please be aware that during the build-up period, the loading doors of all the halls will be open and 
therefore the halls will be cold, so it is recommended that you wear suitable clothing. 
 
 
Monday 4 November 
This day is for stand dressing only.  All space only construction must be complete by 20:00 hrs on 
Sunday 3 November. 
 
To help ensure that the aisle carpet can be laid and the cleaning team given a sufficient amount of 
time to get the show cleaned and ready for show open it is compulsory that all boxes, storage cases, 
ladders, unused stand fitting materials. pallets etc. are removed from the aisle by 3pm.  Any items 
left in the aisles after this time will be removed by ILS and a 100% surcharge will apply to the 
storage costs (as set out in the ILS tariff) for the removal and storage of these items.  Everyone 
working onsite must be made aware of the procedure. 
 
Stand contractors and exhibitors must ensure that they do not delay the aisle carpet being laid and 
show cleaned in time for show open. 
 
 
Breakdown/ Dismantling 
The final exhibition day is Thursday 7 November. Please note that access will only be given to 
contractors that evening from 18:30 to 20:00hrs to help with the removal of any hand carriable and 
valuable items.  
 
With the exception of stands in the Auditorium (stand numbers starting with S12) no stand 
dismantling will be permitted until Friday 8 November (from 08:00hrs). All exhibits, standing fitting 
and excess waste must be removed by the times stated in the exhibition timetable. If excess waste or 
carpet tape is left on the stand area, the cost for its removal will be charged back to the exhibitor; 
therefore, please ensure that the stand area is suitably cleared, and the waste removal has been 
booked with the ExCeL London Cleaning. 
 
T: +44 (0) 207 069 4400 E: exhibitororders@excel.london 
 
Please Click here for the ExCeL London website which provides additional useful information relating 
to the venue. 
 
Full dismantle instructions are attached to this email. 
 
Contractor Badges – build up and dismantle 
All contractors who are coming onsite for build or breakdown need to register their details and 
complete the site induction before they will be allowed into the exhibition halls. You will receive an 
email confirmation once you have completed the process which you will need to use as access into 
the halls for build and dismantle. 
  
Contractor Registration is now live and every contractor coming onsite for build or breakdown should 
follow the below instructions to register themselves and complete the site induction before arriving 
onsite.   
 
Please share this information with all contractors coming onsite for build and breakdown. 
  
The data collected from contractor registration is shared with relevant parties involved in the 
organisation of World Travel Market London. For more information, please view our Privacy Policy. 
 

https://www.wtm.com/london/en-gb/exhibitor-manual/event-info.html#Event-Info_Timetable
mailto:exhibitororders@excel.london
https://www.excel.london/exhibitor
https://app.smartsheet.com/b/form/dc67817a0ae0409d99b5420424437850
https://privacy.rxglobal.com/en-gb.html


 
 
 
Any contractors who require access during show open will need to speak to their clients who can 
book auxiliary passes. 
 
Exhibitors will be able to access the halls with their WTM London 2024 Exhibitor badge. 
 
Deliveries 
Deliveries WILL NOT be accepted before Thursday 31st November. At no times will they be signed for 
by the Organisers. All courier deliveries will be made directly to the official logistics contractor, ILS at 
Lorry Door N2. You can either then collect these yourself or arrange for the lifting contractor to 
deliver to your stand for a small fee. 
 
Late Working 
Late working outside of the published build and dismantle timetable is no longer 
permitted. 
 
Working beyond 8pm on each day of show build will not be permitted. Exhibitors should be making 
design decisions in good time to allow their stand contractor to have the time to pre-fabricate as 
much as possible. Stand Contractors should not be bringing raw materials on site, as much of the 
stand as possible must be pre-fabricated in advance and just erected onsite.  Construction from raw 
materials is strongly discouraged. 
 
Emergency Gangways 
All emergency gangways will be clearly marked on site with red tape. These gangways should be kept 
clear at all times to allow for emergency access, particularly during the build and dismantle periods.   
Any package materials left in the gangways will be cleared as waste and you will be charged by the 
venue. If you wish to keep packaging materials, please arrange storage with ILS. 
 
 
Electrics/Power to stand 
Electricity will be switched off each evening, 30 minutes after the close of the show, with the 
exception of 24-hour supply services.   
Please note: Temporary power must be ordered if necessary for completing work during the build and 
dismantle process.  
 
On Thursday 7 November stand power will be turned off at 17:30hrs 
 
If you have not yet ordered your electrics or lighting requirements, please do so online at  
 
Web: Expresso by GES 
 
 
Health & Safety at Work  
The law requires that everyone takes a responsible attitude towards health & safety. We ask that you 
work with us to maintain a safe workplace during the exhibition. Space only stand holders must have 
copies of their safety file onsite.  The WTM Health & Safety team will be ensuring that contractors are 
working safely in the halls and in particular working at height practices. 
 
You are reminded that working at height can be a high-risk activity and close attention will be taken 
on working practices during the build and dismantling of stands. Where possible working at height 
should be avoided and if unavoidable the use of work equipment (such as scaffold towers) and other 
measures (such as edge protection and/or fall arrest harnesses) should be used to minimise the 
consequences of a fall. 
 
For further advice on working at height safety, please visit the Stop the Drop website. 
 
 
 
 

https://www.wtm.com/london/en-gb/exhibitor-manual/operations.html#AZ-Logistics
https://ordering.ges.com/000032149/Electrical
http://www.stop-the-drop.co.uk/


 
 
Hall Access during Build and Dismantle 
During build and dismantle the following doors will be open along the boulevard for access into the 
halls 
 
North Halls – Contractor doors 3, 6, 10 and capital hall 
South Halls - Contractor doors 3, 5, 11 and capital hall 
 
 
Official Suppliers 
All official suppliers, with the exception of ILS, will have service desks located in the Boulevard by hall 
Entrance S4 and between hall entrances N11 and S11.  GES will also have an onsite helpline so to 
save time you can call them from your stand on +44 (0)24 7638 0185. 
 
If you have any lifting, freight or storage queries then ILS will be located in the halls by hall entrance 
S6 in the South Halls and hall entrance N6 in the North Halls. 
 
 
Onsite Team Details  
The Organiser’s Offices are located in N8 and S8 and can be contacted from Thursday 31 October on 
Tel: +44 (0)20 7069 6012/6014 (North) and Tel: +44 (0)20 7069 6018/6020 (South)   
 
The Reed Exhibitions Operations team will be wearing branded safety jackets and along with the 
Health & Safety Team will be in the halls to assist with any general queries you may have.  
 
Personal Protective Equipment (PPE) 
Everyone onsite during build and dismantle, including exhibitors, will be required to wear a high 
visibility vests/ jacket and safety footwear, this includes on Monday 4 November.  WTM London Site 
Rules and Venue Emergency Procedures are attached to the email. 
 
 
Stand Waste & Cleaning 
During build and dismantle, exhibitors and contractors will be able to order waste containers by 
heading to the Exhibitor Service Desk or scanning the QR codes at one of the wedge bases, both 
located inside the event halls.  
 
As part of ExCeL’s commitment to sustainable events, they have introduced seven new waste streams 
to maximise the reuse and recycling of waste. Segregated waste containers can now be purchased as 
part of ExCeL’s waste services and pre-booked via the Webshop or booked onsite. These new waste 
streams include dry mixed recycling, wood waste, bulk waste, food waste, general waste, pallet 
removal and hazardous & WEEE (electrical) removal.  
 
There is a zero tolerance to not effectively managing your waste onsite and anyone doing so will be 
heavily fined. Enforcement Cameras and Waste Ambassadors are in operation.  ExCeL Waste 
Ambassadors, WTM Safety and Organisers reserve the right to enforce contractors/exhibitors to order 
waste containers as they deem necessary. 
 
Food Waste 
WTM and ExCeL London are committed to improving sustainability across the show. Analysis has 
shown that one simple action to improve the volume of material that can be recycled after the show 
is to ensure that food waste is kept completely separate and doesn’t contaminate other ‘dry waste’. 
 
Ordering a food waste Caddie ensures that all food waste across the show is managed correctly, 
reduces the amount of contaminated waste across the show and improves recycling rates.  
 
Every exhibitor who has catering on their stand must ensure that they have ordered a food wase 
caddie each day through excel exhibitor services. 
 
 
 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.excel.london%2Fwebshop&data=05%7C02%7Cjessamy.ganesh%40rxglobal.com%7C5b82f69ea0e348258d8408dcd318d363%7C9274ee3f94254109a27f9fb15c10675d%7C0%7C0%7C638617350818951497%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=WxBqS97sUfXcvKvV6%2B6MjYkmtYo9xald40BtXKyWwzU%3D&reserved=0
https://excel-london.ungerboeck.com/PROD/app85.cshtml?aat=734e75652f6a524d5a714b464148614f727a6f686c786b5a7666346f384d6366757164332b4c6e584453633d


 
 
 
Not correctly managing your waste can impact on the show delivery with aisle carpet unable to be 
laid and show not opening on time.  We expect everyone onsite to cooperate with the Waste 
Ambassadors, WTM safety team and Organisers. 
 
If you have any questions, please contact the venue directly at exhibitororders@excel.london.  
 
 
Stand Cleaning 
Your stand will be vacuumed each night before show open. For double decks – only the ground level 
will be vacuumed. As is usual, the cleaning of exhibits will remain your responsibility, as will any 
special services that may be required such as the removal of bulk rubbish. Please contact Excel 
London Cleaning to book - Tel: +44 (0) 207 069 4400 Email: exhibitororders@excel.london 
 
Stand Information Form/Stand Events 
If you are planning on any stand activities and events on your stand, please ensure that you have 
fully understood the rules and regulations and applied for any necessary licences e.g. special 
treatments, music etc.   
 
Vehicle Booking System for Build & Dismantle 
All vehicles needing access to the loading bays during build up and breakdown must pre-book. If you 
haven’t done so already please go to excellondon.voyagecontrol.com to book in your vehicles.  
 
For a seamless process, it is essential that all vehicles needing access to the venue’s loading bays are 
pre-booked on the ExCeL London Vehicle Booking System. Any exhibitor or contractor vehicles that 
are not booked system will be denied access to the loading bay by the on-site traffic team.  
 
Please be considerate of others and only book spaces that you need. 
 
 
Vehicle Parking 
The only way to guarantee a parking space in excel’s car park is to pre-book.  Click here for further 
details  
 
 
Welfare  
We all have a duty of care to help and support event industry professionals and here at RX, the safety 
and wellbeing of everyone onsite is one of our top priorities. Everyone has a role to play to look out 
and care for our colleagues and peers and we can all do this by taking the following steps:  
- Provide sufficient amount of onsite crew to reduce long working hours  
- Share any pre-show information with all onsite staff so they can be better prepared/informed e.g. 
emergency procedures, site rules, contractor badges, catering facilities available  
- Ensure adequate breaks for staff  
- Everyone on site should have access to drinking water, catering & washroom facilities  
- Be kind. Be considerate 
 
 
We look forward to seeing you on site. 
 
Jessamy Ganesh & Shelvie Yarbrough 
WTM London Operations Team 

mailto:exhibitororders@excel.london
mailto:exhibitororders@excel.london
https://www.wtm.com/london/en-gb/exhibitor-manual/venue/venue-and-general-information.html#Venue_Demo
https://nam11.safelinks.protection.outlook.com/?url=http%3A%2F%2Fapp.campaign.reedexpo.co.uk%2Fe%2Fer%3Futm_campaign%3DWTMKT2023_Exhib_Regis_Custo_E_09_Oct_RXOPS_Contractor_Registration_%2526_Site_Induction2%26utm_medium%3Demail%26utm_source%3DEloqua%26querytoken%3D%26CampaignId%3D%26s%3D1387739968%26lid%3D21695%26elqTrackId%3DAEB331EF838B529F49FB8517A7999780%26elq%3D50b4b576e66045f392f8e53223ea8544%26elqaid%3D124914%26elqat%3D1&data=05%7C01%7Cderick.derpo%40rxglobal.com%7Cf48474d163424912cab708dbc665cd8b%7C9274ee3f94254109a27f9fb15c10675d%7C0%7C0%7C638321912772603473%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2B9Iva%2BSGpjRZHo7CZrC854INXC3%2Bz8da3tqSo0qPnHQ%3D&reserved=0
https://www.excel.london/visitor/getting-here/parking-and-taxis

