


sunday 27th October – set up

04:00   Access to loading bays for Nine Kings and Westbourne Suite

05:00    Build commences in Nine Kings

07:00   NetSuite demogrounds and expo build commences

07:00    Branding install & registration set up commences 

13:00    Graphics Editor arrives

16:00 – 18:00  Technical rehearsals (Nine Kings Suite) 

17:00    Client walk-through of all areas to sign-off branding,     
    3 activation spaces, usher placement & NetSuite demogrounds 

19:00 – 19:30  Client rehearsal - Nicky Tozer (Nine Kings Suite)



monday 28th October – event day morning

07:00    upstage staff arrive
07:15    3 x BDR’s arrive and briefed
07:30    13 x BDR’s arrive onsite 
07:30  - 08:15  Sponsor registration open
07:30 – 08:00  Town Hall badge checks in progress 
07:45 - 08:00  BDR guest flow staff briefing
08:00 – 09:00  Town Hall
08:15    Host/hostess/BDR guest flow staff in positions
08:30  - 10:00  Guest registration open
08:30 - 10:00   Registration and refreshments
08:30    Photographer onsite
09:00 - 09:15   Client rehearsal - Nicky/Evan (Nine Kings Suite)
09:15 - 09:30   Customer rehearsal (Nine Kings Suite)
10:00 – 11:30  Morning plenary session (Nine Kings Suite) 



monday 28th October – event day afternoon

11:30 – 13:00  Plenary turn around

11:30 – 13:00  Lunch and networking (Westbourne Suite)
13:00 – 13:45  Breakout sessions 

14:00 – 14:45  Breakout sessions
14:45 – 15:30  Networking break (Westbourne Suite)

15:30 – 16:15  Breakout sessions

16:30 – 17:15  Breakout sessions
17:15 – 19:00  Networking reception (Westbourne Suite)

18:00   Plenary load-out commences
19:30   Expo load-out commences 

   Photographer to depart. Edited images to be handed to upstage



venue & catering



royal lancaster



westbourne suite – catering layout
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catering x 800

Break Menus
Arrival Break – 08:30 – 10:00

Granola Bars
Croissants

Mini Waffles
Fruit Skewers

Tea, Coffee, & Water
***

Afternoon Break – 14:45 – 15:30
Mini Donuts

Flavored Popcorn
Tea, Coffee & Water



catering x 800

Lunch Menu  11:30 – 13:00   

Salad Bar
Mixed Green

Moroccan cous cous
Thai Beef

Pasta and Salmon
***

Main Course
Chicken Korma

Roast Cod, minted peas and new potatoes
Tortellini of tomato basil and mozzarella

***

Deli Platter
Grilled Asparagus 

***

Desserts
Chocolate and Hazel Brownies

Lemon and Lime Posset
Seasonal Fruit

Sticky toffee pudding with butterscotch sauce and
pouring cream



catering x 800

Reception  17:15 – 19:00

Canapés
Smoked salmon cream cheese roulade,

Avruga caviar on blinis

Beetroot, goat’s cheese and honey panna cotta with 
cracked black pepper

Parma ham, rocket, sun blushed tomato and 
parmesan roulade

Chicken gyoza with soy sauce

Braised short rib of beef pithivier

Mini vegetable cottage pie

Selection of macarons

***

Drinks
Beer

House Wine
Red, White and Rosé

Soda



registration
current registration no: 1457



flow

2 x fast track scanner 

Registration

ThinkReg providing:

9 x registration computers
5 x admin computers
8 x badge printers
9 x registration Scanners
4 x fast track scanners
26 x lead retrieval devices
10 x session tracking devices
4 x Demoground scanners



registering and badge scanning

- All guests will be welcomed and will be asked to scan their barcode at one of the multiple scanning 
points or, if their barcode is not available, type their name into the touch pads on the desks

- We will manage increased periods of guest arrival by placing two remote barcode scanners with 
BDRs in the conference foyer

- Badge will print and host/hostess/BDR will pass across the badge and appropriate back card and 
attach a lanyard

- Once the badge is printed, the system will automatically update that delegate as ‘attended’

- Pocket agendas will be located on the Registration desks for delegates to collect as well as at the 
Info desk

- Session scanning devices (x10) will be configured by 11.00am to collect breakout attendance data



onsite registration

- Any guest who has not pre-registered will be directed to the Onsite Registration desk

- They will complete an online check in form which will capture the required data and the information 
will be automatically fed back into the Certain system at the end of the day

- If a public sector/government attendee arrives and has not submitted their approval form in 
advance, there will be a pop up message for the employee checking them in notifying they need to 
be directed to a manager.

- On site, the sector/government attendee must fill out the form to accept, deny or pay for charges 
connected to the event.



delegate bags

Delegate bags contents

10 x  sponsor inserts

1 x Fever Tree tonic & voucher

1 x NetSuite notebook

Bags & Keys will not be given to guests with blue 
employee badges



badges

Front
Provided by Brandvia and ThinkReg

Back



badges

Provided by Brandvia and ThinkReg

Attendee = Black Analyst = Pink Employee = Blue



badges

Provided by Brandvia and ThinkReg

Partner = Pink Sponsor = Green Media / Blogger = 
Orange



onsite staffing

type amount start finish areas
BDRs 13 07:30 18:00 Registration, session scanning, info desk and 

directional 

Upstage Staff 3 07:00 18:00 Registration, session scanning and directional 

ThinkReg 1 07:00 19:00 Scanning

NetSuite Staff 3 07:15 11:00 Town Hall badge checks, directional, and Walk-in 
approvals

Attire

- T-shirts provided by NetSuite
- Scarves provided by NetSuite 
- Black jeans with no rips or holes



registration desks



registration bags storage wall



morning plenary session
10:00 – 11:30



Bruce Dickinson schedule

10:00  Scheduled arrival
11:00 – 11:15 Presentation
11:15 – 11:30 Q&A 
11:30 – 11:45 Meet & Greet 
12:00  Departure 

guest speaker – Bruce Dickinson



nine kings suite



scenic backdrop

General Session Set



• 4 x 4mx2.5m LED screen

• 2 x 42inch comfort monitor sets

• 1 x Barco Seamless Switcher 

• Full Apple/PC Show System

• 2 x Micro Cue2 System 

• 1 x Countdown Timer Kit

video audio record

registration bags storage wall

• D&B audio system
w/ speaker array

• 1 x lectern mic
(as required)

• 9 x lavalier mics

• 4 x handheld mics

• 2x Sony PMW HD cameras
on risers

• 1x Sony PMW HD roving camera

• 4x Hyperdeck Studio Pro records



stage furniture 

General session
3 x KOARP Armchair
2 x GLADOM green side tables

Townhall
As per above



breakouts 13:00 – 13:45

14:00 – 14:45

15:30 – 16:15

16:30 – 17:15



Nine Kings D Nine Kings A

Nine Kings C

Beech Suite

Nine Kings B

breakouts schedule



nine kings A / B / C / D – set design

Breakout Set



nine kings A / B / C / D – room capacities



• 1 x 4mx2.5m LED screen
• 1 x 42inch comfort monitor
• 1 x Barco Seamless Switcher 
• 1 x Apple MacBook Pro Retina 13” 
• 1 x PC Laptop 
• 1 x Micro Cue2 System (2 Transmitters) 
• 1 x Countdown Timer Kit
• Audio PA System
• 1 x lectern mic
• 4 x lavalier mics
• 2 x handheld mics
• Basic Lighting for stage

nine kings A / B / C / D – equipment list



beech suite – 2nd floor



• 2  x 75” monitors
• 2 x 55” monitors
• 1 x 42inch comfort monitor
• 1 x Barco Seamless Switcher 
• 1 x Apple MacBook Pro Retina 15” 
• 1 x PC Laptop, 
• 1 x Micro Cue2 System (2 Transmitters) 
• 1 x Countdown Timer Kit
• Audio PA System
• 1 x lectern mic
• 4 x lavalier mics
• 2 x handheld mics
• Basic Lighting for stage

beech suite – equipment list



breakout stage furniture

Sessions requesting furniture

Customer Acquisition, Growth, & Retention x 2 stools
Efficient, Effective Compliant Financials  x 2 stools
Enhance your operations    x 2 stools
Get More Out of NetSuite   x 2 stools

Spares to be safe    x 4 stools



lecterns

Beech Suite Nine Kings C Nine Kings A Nine Kings BNine Kings D



additional meeting rooms



additional meeting rooms – 28th October

Room Purpose Timings Set up Catering

Boardroom Buildathon 13:00 – 13:15  Welcome
13:15 – 14:15  Discovery
14:00 – 17:00  Scope and Build Solutions
17:00 – 17:30  Nonprofit Showcase (expo)

4 x rectangular high poser tables with 6 x 
stools
1 x round high poser table with 4 x stools

water

Willow 1 Evan Goldberg Office 07:00 – 13:00 8 boardroom water

Willow 2 Nicky Tozer Office 07:00 – 18:00 8 boardroom water

Willow 3 Sales 1:1 10:00 – 17:15 2 x 30” rounds with 4 chairs water

Oak 1 Press 1:1 10:00 – 17:15 2 x 30” rounds with 4 chairs water

Oak 2 Press 1:1 10:00 – 17:15 2 x 30” rounds with 4 chairs water

Oak 3 Press Workroom 10:00 – 17:15
12:30 – 13:30 (lunch)

Lounge / workstations for 20 with F&B 
setup

All day tea & 
coffee
lunch x 25



additional meeting rooms – 28th October

Room Purpose Timings Set up Catering

Beech Suite Press Conference 11:45 – 12:30 As per breakout set-up
Step & repeat behind main stage

water

Cedar 1 NetSuite Event Office 07:00 – 19:00 10 boardroom All day tea, 
coffee & snacks

Cedar 2 UX Lab 10:00 – 17:15 8 boardroom water

Chestnut 
Suite

upstage Event office 06:00 – 23:00 2 x 6ft rounds with 12 x chairs
storage for boardroom chairs

crew catering



boardroom / buildathon

28 x        Tolix bar stool 
4 x Charging tables
1 x Omega black based high table



oak 3 / press lounge

2 x white leather sofa
4 x white leather chair
2 x white coffee table
2 x charging table
12 x Tolix bar stool

6 6

6

f&b



activations



Get a key when you get your badge, 
then try your luck with one of 4 lockers.

10x Adopt an animal prizes
10x Signed copies of Bruce Dickinson’s 
book

Facilitator included.

locker prizes - nine kings foyer



A pedal powered informational race 
highlighting Zero Carbon World’s 
commitment to alternative energy.

Facilitator and technician included.

zero carbon world - westbourne suite



Use the photo pod and branded backdrop 
to take a photo of yourself, then post it to 
your social account.

Then head over to the hashtag printer to 
select your photo and print it with a 
branded border.

Facilitator and technician included.

hashtag photobooth - westbourne suite



hashtag photobooth - branding



A Podcast listening lounge with 6 stations where you can sit down, relax, and 
learn more about the importance of getting a good nights sleep.

Set against a backdrop of Eve Sleep products, laid out in a creative and fun 
environment.

Facilitator and technician included.

5 Podcasts:
https://www.evesleep.co.uk/why-eve/refuse-to-snooze/podcast

6 Videos:
https://www.youtube.com/watch?v=II6tSVJVAlY
https://www.youtube.com/watch?v=lA8bDGY55v0
https://www.youtube.com/watch?v=xCLH74EHNc0
https://www.youtube.com/watch?v=yjy9-mPHdD8
https://www.youtube.com/watch?v=nQ9LXnkluMg
https://www.youtube.com/watch?v=nwvS7cREu4Y

eve sleep

https://www.evesleep.co.uk/why-eve/refuse-to-snooze/podcast
https://www.youtube.com/watch?v=II6tSVJVAlY
https://www.youtube.com/watch?v=lA8bDGY55v0
https://www.youtube.com/watch?v=xCLH74EHNc0
https://www.youtube.com/watch?v=yjy9-mPHdD8
https://www.youtube.com/watch?v=nQ9LXnkluMg
https://www.youtube.com/watch?v=nwvS7cREu4Y


eve sleep

6 x NOLMYRA birch veneer grey chairs 
4 x KVISTBRO white storage table
4 x STOENSE dark grey rugs 
6 x GULLKLOCKA yellow cushion covers
6 x ISFRIDISFRID white inner cushions

6 x JVC Over Ear Bluetooth wireless headphones



eve sleep - floorplan



social impact presentation

6 x white faux leather hire bench hire

1 x 42” monitor on stand

1 x handheld radio mic with stand

Mini PA system with micro speakers



GBBO – cake / meet & greet

Cake display schedule

11:30 – 13:00 Cake to be displayed in Expo
14:45 – 15:30 Cake to be displayed in Expo
17:15 – 19:00 Cake to be displayed in Expo

17:15 – 18:15 Ruby Bhogal meet & greet



charging stations

Power

2 x sockets on either side on the wall behind the 
marble desk 

3 x 2 x sockets in the underneath cupboards in 
the back of the marble table

3 x opening in marble table top for cabling

5 x charging stations 
provided by upstage



expo 



westbourne suite - expo



silver sponsor booths x 16

Items included with silver booths

1.0m wide x 2.5m high rear wall panel
1.0m wide x 1.0m high x 0.5m deep lockable counter
1 x spotlight
13A power socket with 1 x 4 way power strip
1 x 40” Plasma screen located above the counter to connect laptop
1 x lead retrieval device

Branding included:
Vinyl exhibitor logo above digital monitor



gold, platinum and diamond booths x 10

Items included with Gold, Platinum & Diamond booths

1.0m wide x 2.5m high rear wall panel
0.5m wide x 1.0m high x 1.0m deep lockable counter
Elongated desktop with silver supporting leg
1 x spotlight
13A power socket with 1 x 4 way power strip
1 x 40” Plasma screen located above the counter to connect 
laptop
2 x bar stools
1 x lead retrieval device

Branding included:
Vinyl exhibitor logo above digital monitor



NetSuite demogrounds



westbourne suite demogrounds furniture

2 x blue regular chairs
2 x green coffee tables
1 x welcome counter

[x6] [x3]

[x12]

1 Demogrounds

1

[x20]

12 x catering 
high boys

20 x stools for 
extended expo 
booths



westbourne suite customer reference furniture

3 x blue regular chairs
2 x green coffee tables
1 x grey sofa
3 x silver high boys 
6 x stools

[x6] [x3]2

2

Customer reference Lounge



westbourne suite – lounge wall & wayfinder



branding



welcome - delegate entrance



nine kings registration windows



nine kings registration marble wall



nine kings foyer - pillars



nine kings foyer- emergency exit windows



nine kings foyer – windows



nine king suite foyer furniture

Furniture
2 x grey sofas
4 x black hi boys
1 x silver hi boy & 2 x stools
2 x green coffee tables
1 x white sofa
2 x blue coffee tables 
2 x blue regular and high back 
chairs

3 x 3m long branded registration desks
1 x 3 m long branded bag drop storage



stairwell graphics



forest suites – directional first floor



paddle boards

Front FrontBack Back



session schedules



sponsors, ACS & buildathon



navigation



pocket agenda



digital signage



floral



florals

Registration Desk High Boys

10 x 10 cm

Cloakroom & Press Lounge



floral – confirmed arrangements

Lower Ground Floor
18 x high boy & coffee table arrangements
1 x Demoground welcome counter arrangement

Ground Floor
1 x cloakroom arrangement
3 x registration arrangements
8 x high boy & coffee table arrangements
2 x main plenary stage arrangements

1st Floor
1 x registration arrangement
4 x press lounge arrangements
4 x VIP offices arrangements
2 x sales 1:1 arrangements



onsite photographer



photographer: Helen Abraham 

Onsite photographer - 08:30 and 19:30
Individual shots for Dave Rosenberg 13:00 – 13:10
Selection of photos to be edited onsite and shared with client. Full selection due by 29th October

Shot specifications: “Unlock Growth” & “Visibility” as key themes

• registration
• expo areas & sponsor booths
• NetSuite demogrounds & guests engaging with it
• customer activations
• photo booth in action & on its own
• great british bake off activation
• plenary room
• all speakers on stage during plenary
• breakout sessions & speakers
• attendees networking and having conversations during breaks
• branding



questions




