
APPROVED 

by Order of the Director 

of the Krasnogorsk Branch of Crocus Expo 

No. 01-02/49-P dated December 10, 2025 

PROCEDURE FOR THE IMPORT AND 

EXPORT OF EQUIPMENT AND EXHIBITS 

to the territory of the Crocus Expo International 

Exhibition Center (IEC) 

1. VEHICLE ACCESS PASS ISSUANCE 

To order and pay for an access pass to the Loading/Unloading Operations Area (hereinafter the “L/U 

Area”), a request must be sent by email to the Service Center Department of Crocus Expo (hereinafter 

the “Service Center Department”), indicating the type of vehicle, the event, the hall, and the booth 

number, and attaching the customer’s details. 

Alternatively, the access pass may be ordered directly at the Information and Services Desk¹. 

The access pass grants the right to perform independent loading or unloading to/from a vehicle of a 

specified type once during the event setup or dismantling period, in accordance with the established 

standard time limits². 

 

¹ Exceptions where access passes are issued by the Transport and Logistics Department of Crocus 

Expo (hereinafter “TLD”): 

• When ordering loading/unloading services from the TLD (road cargo, containerized cargo), entry 

to the L/U Area is permitted without payment for passes, with the right of one-time use for the 

duration of the works. The pass is issued on the day the works are performed while the vehicle is 

located within the Crocus City Trade and Exhibition Complex. 

• When ordering a pass for self-propelled exhibition exhibits arriving at the Crocus Expo territory 

under their own power or on a transport platform. A transport platform is allowed to enter the 

L/U Area provided that no additional cargo is carried on it. 

• When importing exhibits and other cargo with the customs status of “temporary import” 

through the Official Freight Forwarders of the Crocus Expo International Exhibition Center. 

 

² Standard time limits for vehicle stay in the L/U Area: 

• Passenger vehicle — 1 hour; 

• Cargo vehicle — 2 hours; 

• Passenger vehicle with trailer — 2 hours; 

• For vehicles performing loading/unloading operations in the second exhibition level premises, 

the standard stay is increased by 1 hour; 

• Additional time beyond the standard period — 30 minutes. 

The standard time limits for vehicle stay in the L/U Area are subject to payment under the terms set forth 

in Clause 6.7 of the Service Guide. 

2. ISSUANCE OF THE “LETTER FOR IMPORT AND EXPORT OF EQUIPMENT AND 

EXHIBITS” 

The Letter for Import and Export of Equipment and Exhibits (hereinafter the “Import/Export 

Letter”) must be completed on the company’s official letterhead and must contain a detailed description 

of the equipment, materials, exhibits, and other tangible assets being imported. 

The letter must be signed and stamped by the company’s authorized executive. 

Please note that only letters containing the full text in accordance with the standard template of the 

“Letter for Import and Export of Equipment and Exhibits” are accepted for approval. 



The Import/Export Letter may be issued by counterparty companies that have contractual 

relationships with Crocus Expo, the General Contractor of the Exhibition Center, BuildExpo LLC 

(hereinafter the “General Contractor”), or the Event Organizer. 

3. APPROVAL OF THE “LETTER FOR IMPORT AND EXPORT OF EQUIPMENT AND 

EXHIBITS” 

Builders, as well as Exhibitors carrying out self-build stands, must have the Import/Export Letter 

approved by the General Contractor. 

Exhibitors must have the Import/Export Letter approved by the Event Organizer (by obtaining the 

relevant endorsement on the letter). 

When importing stage smoke generators, pressurized cylinders, gas cylinder equipment, and any 

combustion-related equipment or processes in any form, the Import/Export Letter must undergo 

review and approval by specialists of the Technical Operations Service of Crocus Expo, the General 

Contractor, and the Fire Safety Department of Crocus Expo, with the relevant endorsement (stamp) 

affixed to the letter. 

For Exhibitors, the approval request is submitted by the Event Organizer. 

For Builders, the approval request is submitted independently to the General Contractor. 

Presentation and audiovisual equipment may be used at the Event only after obtaining the relevant 

permit issued by the General Contractor. 

A detailed list of equipment and exhibits requiring approval for import to the Exhibition Center can be 

found in the following documents: 

• “General Contractor’s Key Requirements” 

• “Key Requirements for Holding Events at the Crocus Expo International Exhibition 

Center” 

• “Fire Safety Measures Instructions for Setup (Dismantling) of Exhibitions and Conducting 

Events in Pavilions and Open Areas of the Krasnogorsk Branch of Crocus Expo JSC 

‘CROCUS’” 

4. OBTAINING PERMISSION FOR IMPORT/EXPORT 

After obtaining all necessary approvals and stamps, the Import/Export Letter should be sent to the 

Service Center Department by email or submitted directly at the Information and Services Desk. 

Service Center Department contact: 

Service@Crocus-Expo.ru 

The import of equipment and exhibits is permitted³ as follows: 

• For Builders — during the setup period⁴; 

• For Exhibitors — during the setup period and the Event period⁵. 

The export of equipment and exhibits is permitted³: 

• On the last day of the Event period (after the Event concludes) and during the dismantling 

period. 

Please note that printed copies of the Import/Export Letter are required: 



1. To submit to the Service Center Department (Information and Services Desk) when obtaining 

permission for import and export (if the letter has not been pre-approved via email) and for a pass 

to the Loading/Unloading Operations Area; 

2. To provide to the Crocus Expo Security Service representative at the setup gates upon import 

of equipment and exhibits (during setup); 

3. To provide to the Crocus Expo Security Service representative at the setup gates upon export 

of equipment and exhibits (during dismantling). 

 

³ Unless otherwise specified by the Event Organizer. 

⁴ Additional import of equipment by Builders during the Event period must be approved by the General 

Contractor (the approval stamp with the import date is placed on the Import/Export Letter). 

⁵ During the Event period, import of equipment is permitted only during hours specified by the Event 

Organizer. 

5. OBTAINING A PASS TO THE LOADING/UNLOADING OPERATIONS AREA (L/U AREA) 

A pass can be obtained only upon 100% prepayment. 

A pass to the L/U Area may be issued based on a completed and approved Import/Export Letter at the 

Service Center Department¹: 

• By email; 

• At the Information and Services Desk, upon presentation of a printed copy and/or a power of 

attorney authorizing signature. 

To enter the L/U Area, the pass must be presented either in printed form or on a mobile device. 

 

¹ See Section 1 for details on the Service Center Department. 

6. IMPORT OF EQUIPMENT AND EXHIBITS 

The import of equipment and exhibits is carried out through the setup gates. The Import/Export Letter 

marked “IMPORT PERMITTED” must be handed to the Security Service representative, who will 

verify the list of imported equipment and exhibits against the submitted letter. A copy of the letter 

remains with the Security Service representative. 

It is recommended to have an additional copy of the letter on hand in case the equipment is imported in 

multiple deliveries. 

7. CARRY-ON LUGGAGE 

When entering the Crocus Expo pavilions through the main entrances and magnetic gates, carry-on 

luggage is permitted with the following restrictions: 

• Weight: no more than 20 kg 

• Dimensions: no more than 60 × 60 × 60 cm (or the sum of dimensions within the limit) 

Carry-on luggage includes: handbags, briefcases, suitcases, backpacks, outerwear, and baby strollers. 

Items not considered carry-on luggage—including equipment of any type or purpose; furniture items 

and components; boxes; packaging materials; decorative items (banners, posters, balloons, plants, etc.); 



advertising structures; and exhibits of any size, quantity, or packaging—may only be brought in 

through the setup gates in the Loading/Unloading Operations Areas, with vehicle access according 

to issued passes. 

8. EXPORT OF EQUIPMENT AND EXHIBITS 

The export of equipment and exhibits is carried out through the setup gates. The Import/Export Letter 

marked “EXPORT PERMITTED” must be handed to the Security Service representative, who will 

verify the list of equipment and exhibits being exported against the submitted letter. A copy of the letter 

remains with the Security Service representative. 

It is recommended to have an additional copy of the letter on hand in case the export of equipment is 

carried out in multiple deliveries. 

The Builder receives permission to exit the exhibition hall from a representative of the Administrative 

and Household Department of Crocus Expo (hereinafter “AHD”) after the exhibition area has been 

cleared of debris and adhesive tape. 

An AHD employee confirms that the exhibition area has been properly cleared by signing a copy of the 

Import/Export Letter, which remains with the Builder. 

Unauthorized (unapproved) presence of property on the Exhibition Center premises after the official 

Event period is prohibited. The owner of the property is responsible for payment in accordance with 

Clause 6.4.3 of the Service Guide. Crocus Expo reserves the right to relocate or dispose of such 

property within the Exhibition Center premises after five (5) working days from the start of the 

unauthorized presence if the owner does not collect it. 

⁸ If any debris is left behind, property is damaged, or no exit permission is noted on the Import/Export 

Letter by the AHD representative, Crocus Expo reserves the right to file a claim against the Builder. 

APPROVED 

by Order of the Director 

of the Krasnogorsk Branch of Crocus Expo 

No. 01-02/49-P dated December 10, 2025 

SAMPLE TEMPLATE FOR COMPLETING 

THE LETTER FOR IMPORT AND EXPORT OF 

EQUIPMENT AND EXHIBITS 

Before completing the Letter for Import and Export of Equipment and Exhibits, please review the 

rules and procedures outlined in the Regulations on the Import and Export of Equipment and 

Exhibits to the Crocus Expo International Exhibition Center. 

Event Organizer’s 

Endorsement 

(for Exhibitors and Event 

Organizer’s contractors) 

General Contractor’s 

Endorsement 

Fire Safety Department 

Endorsement 

NOTICE LETTER FOR IMPORT AND EXPORT OF EQUIPMENT AND EXHIBITS 

Client / Principal Company Name of the Client (or Full Name of the Individual Client) 

under the Contract. The "Notice Letter for Import and Export of 

Equipment and Exhibits" can be issued by companies that have a 

contractual relationship with Crocus Expo, the General Contractor of 

the Exhibition Center  BuildExpo LLC, or the Event Organizer. 

Client's Company Country  

Client Category / Customer 

Type 

Please specify the issuer’s role: Organizer, Contractor, or Exhibitor. 

Freight Forwarder / 

Shipping Agent 

Specify if the issuing entity differs from the Client. 



Freight Forwarder's 

Country 

 

Event  

Venue / Event Location Pavilion  Hall 

LIST OF EQUIPMENT FOR INSTALLATION AND DISMANTLING WORKS 

 DESCRIPTION OF IMPORTED EQUIPMENT AND MATERIALS QUANTITY 

1. To be completed by the Contractor, as well as by the Exhibitor 

carrying out independent construction. 

 

2.  

3.  

LIST OF EXHIBITS AND OTHER MATERIAL ASSETS 

 DESCRIPTION OF IMPORTED EXHIBITS AND OTHER 

MATERIAL ASSETS 

QUANTITY 

1. To be completed by the Exhibitor, Organizer, and the Organizer's 

Contractor. 

 

2.  

3.  

By this letter, I hereby confirm that: 

1. All imported equipment, exhibits, and other material assets have been coordinated (where required) with 

the General Contractor of the Exhibition Center, BuildExpo LLC, the Technical Operations Service 

of Crocus Expo, and the Fire Safety Department of Crocus Expo. The shipment contains nothing 

prohibited for import onto the territory of the Crocus Expo IEC in accordance with the current 

regulations of the Exhibition Center. 

2. The company's personnel are responsible for the safekeeping of the imported property throughout the 

entire Event Period, as well as for the transfer of passes to the Loading/Unloading Zone to third parties. 

3. The company's personnel engaged in the work are familiar with the following regulatory documents: 

o "Primary Requirements for Events at the Crocus Expo IEC" 

o "Primary Requirements of the General Contractor BuildExpo LLC for the Construction of Exhibition 

Events at the Crocus Expo IEC" 

o "Fire Safety Instructions for the Installation (Dismantling) of Exhibitions and the Conduct of Events in 

Pavilions and Open Areas of the Crocus Expo IEC" 

o "Procedure for the Import and Export of Equipment and Exhibits onto the Territory of the Crocus Expo 

IEC" 

o "Rules of Access and Stay on the Territory of the Crocus Expo IEC and Attendance of Events Held 

Therein". 

 

FULL NAME                                                                                   DATE 

POSITION                                                                                        SIGNATURE 

CONTACT DETAILS OF THE PERSON IN CHARGE OF OPERATIONS IN THE EXHIBITION 

AREA: 

 

 

 

 

The letter must be issued in the Russian language. 


