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Assembly Protocol 

 

Assembly Schedule: 

 

On Wednesday, April 24, 2024 from 5:00 p.m. to 7:30 p.m., admission is through access to 

the "Patio proveedores" (“Supplier’s yard”) of the "Monticello Casino. Its address is 

KM57 Panamericana Sur, San Francisco de Mostazal, Casino Monticello. 

 

 

 

 

 

 

 

 

To enter, you must send a list of the people who will be setting up or preparing the stand the 

day before the event. The list must contain the name and ID number of each person and 

the license plate of the vehicle to be entered.  

 

The deadline for submission of the list is Friday, April 19, 2024. 

 

On the day of the event (April 25) from 7:00 a.m., only 

brochures, gifts and smaller materials can enter through the 

main entrance to the Monticello Casino.  



 

 

 

 

Brochure Entrance and Smaller Materials: Any smaller material (brochures, 

gifts, etc.) that can be loaded by the exhibitor without problems, can be entered 

through the main entrance of the Monticello Casino.  

 

To enter on April 24 from 5:00 p.m. to 7:30 p.m. Please submit by Friday, April 19,  the 

name and  ID number of the people who will be entering the site that day to facilitate your 

entry with Monticello security personnel. Otherwise, your entry will be delayed. 

 

Entry of larger furniture and material: In case of entering larger material (furniture, 

previously approved machines, modulation, etc.), they must enter through the freight 

elevator located in the "Patio proveedores" (“Supplier’s yard”). They must enter on 

Wednesday, April 24 from 5:00 p.m. to 7:30 p.m. 

 

The usable space of the forklift is 1.50mt X 1.50mt X 2.00mt and the maximum supported 

weight is 1,000 kilos.  

 

If you are authorized by the organization of the event (prior authorization of the venue) to 

enter through the main entrance of the casino, because the furniture and/or machinery 

to be assembled does not enter through the forklift. You must coordinate with the 

organization of the event the time and day you are authorized to enter. Without prior 

authorization, you will not be able to enter and you must prove your entry in the same way 

at the"Patio proveedores" (“Supplier’s yard”) access. 

 

As the Monticello casino is a place that works with strict security 

protocols, it is at the casino's disposal to grant the entry and exit times 

of the external assembly team. 

 

Send before Friday, April 19, the names and ID numbers of 

the people and the license plate of the car that will enter that 

day so that Monticello security can give them permission to 

enter. Otherwise, your entry will be delayed. 



 

 

 

Carts and support staff: As organizers, we  do NOT have carts or support staff 

for the transfer of equipment/furniture. Please consider this point when arranging 

the entry of the objects. In addition, it is important that you consider providing your 

team with safety equipment for moving furniture or heavy objects.  

 

Extras: If you plan to bring a display machine, coffee maker or oversized piece of furniture, 

these must be approved in advance via email by the event organization and/or Monticello. 

Unapproved equipment on the day of the event will not be allowed to enter the hall 

and may not be displayed. 

 

As a reminder, it is recommended to use an extension cord or adapter. 

 

Electricity: Your booth has 800 watts of electricity for use during the day of the event. This 

is enough to connect your laptops, cell phones and TV screens. In the case of wanting to 

connect something additional, this must go through the approval of the organization, since 

connections without prior permission can damage the electrical network of the event and 

this service has an additional cost. 

Disassembly protocol 

 

Dismantling your stand: 

 

The dismantling schedule is Thursday, April 25 from 6:00 p.m. to 7:30 p.m. 

The dismantling of your stand must be done on the same day as the end of the event. No 

machinery, furniture and/or electronics will be stored. 

 

In case you have uploaded material through input from suppliers, the 

removal will be done the same way, so you must send before 

Wednesday, April 24 the names and ID number of the people 

and the license plate of the car that will enter to remove the 

equipment.  

 



 

 

In the event that furniture and/or machinery has entered through the main 

entrance, you must coordinate with the organization of the event the schedule 

for dismantling and removal of the materials. The time and date given will be 

subject to the authorization of the casino, since, due to their strict security 

protocols, the schedules may be modified.  

 

Technical specifications for the elaboration of designs. 

 

The organization  is in charge of the printing and installation of the graphics of their stand. 

However, the design of both the rear and the counter of the stand must be sent by the 

exhibitor complying with the following technical specifications:

 

 

 

 

 

 

 



 

 

If you rented a basic stand of 3x2 meters, the design of the rear graphic must 

have the following measurements: 

 

 

If you rented a double stand of 6x2 meters, the design of the back must be the following 

size: 

 

 

Files of this size (double stand of 6x2 meters) must come at 50% 

of their actual size at most, at 300 dpi resolution, since the 

full size does not fit in programs such as Illustrator. (In print 

it is scaled to real size) 

 



 

 

 

Regardless of the booth you have hired, all have a counter, so you must also 

send a design that includes your company's logo (it is recommended to add a 

website). The file to be sent must be of the following size: 

 

 

 

 

 

 

 

 

 

The design of the graphics must be sent by 18.00 p.m. on April 01, 2024. Otherwise, your 

booths will have generic graphics of the event. 

 

List of Attendees 

If you are an exhibitor and/or sponsor of the event, by contract, you have a certain number 

of tickets to nominate for the event (the amount is stated in clause four of your 

commercial agreement).  

 

 At the ticket to the exhibition area, they do not have authorization to 

access the speakers area. The tickets with full access will  enter the 

speakers area and the exhibition area. Both categories include food. 

 

 

 



 

 

 

 

 

The list of attendees to be generated must have the following characteristics: 

Name Corporate 
Position 

Ruth Email Telephone Ticket 
Type 

Renzo 
Castro 

Event 
Coordinator 

20.XXX.XXX-
X 

rcastro@yc.cl +569 
93399295 

Full 
Access 

 

It is important to have all the requested data, as a reminder will be sent to the indicated 

email.  

The deadline for the reception of the list will be Friday, April 19 at 6:00 p.m.   

If you have any questions, please contact:  

Renzo Castro 

Event Coordinator  

Mail: rcastro@yc.cl 

Phone: +569 93399295 

 

We appreciate your participation in the fifth edition of the Global 

Cherry Summit event. See you on April 25, 2024! 
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