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GARDENEX BRITISH GROUP PARTICIPATION 

GARDEX/IFEX/EXTEPO 2010, Makuhari Messe, Tokyo, Japan 

28 - 30 October 2010 
    

EXHIBITOREXHIBITOREXHIBITOREXHIBITOR  
INFORMATIONINFORMATIONINFORMATIONINFORMATION    
 
About GARDEX/IFEX/EXTEPO 2010 & Gardenex 

 
GARDEX/IFEX/EXTEPO is Asia’s largest flower, garden and landscaping trade show; the 7th International 

Flower Expo Tokyo (IFEX) and its concurrent 4th International Garden & Exterior Expo Tokyo (GARDEX) is 
expected to be larger than ever in 2010 at the Makuhari Messe, Tokyo.  GARDEX/IFEX is one of few 
international garden shows that expanded in 2009.  There were 855 exhibitors from 27 countries and the 
visitor levels totalled 31,928 for the three days of the show. GARDEX/IFEX/EXTEPO attracts a broad 
spectrum of buyers; garden centres and garden shops, home centres, florists, landscaping companies, 
garden designers, department stores, mail order and internet companies, supermarkets, building 
companies, lifestyle shops, all attend.  As do the leading importers, wholesalers and distributors for the 

various garden sectors. Apart from Japan, visitors come from several Far Eastern countries and 
Australasia and this year the organisers are hoping for 38,000 visitors.  
 
The IFEX/GARDEX/EXTEPO shows have expanded a great deal in recent years as additional exhibiting 
zones have been added to reflect the wide audience for garden and landscaping products. EXTEPO was 
established as a separate landscaping zone in 2009 featuring eco-friendly products, structures, decking, 

stone aggregates etc. The Gardex part of the show has separate new zones for outdoor living and garden 
accessories (garden clothing is a strong theme) and the new kitchen garden section in 2009 reflected the 
fact that the ‘grow your own’ trend is as strong in Japan as it is in Europe or America. Whether UK 
companies are looking to expand their sales to garden retailers, landscapers or the florist sector, 
GARDEX/IFEX/EXTEPO is the only trade show in Japan which provides a showcase for your products. 
Further show information can be found at:  www.gardex.jp./english or www.ifex.jp./english. 

The Japanese garden and exterior markets are worth in excess of US$9 billion.  The industry is always 

looking out for new and innovative quality products.  British products are highly regarded in Japan and 
have a good reputation for quality, and the Japanese look to the UK for new gardening ideas.  Products 
that are particularly well received at GARDEX/IFEX include innovative, quality products with quality 
packaging, environmentally-friendly, heritage and water-saving products, garden clothing, watering cans, 
garden tools, English roses, pots and containers, products which make the most of small urban spaces or 
are designed for roof gardens, aggregates, decorative stone and metal products for the exterior and 
landscaping sectors and garden furniture. These are just some of the categories that sell well in the 

Japanese market.  If Japanese customers have shown an interest in your products at shows such as glee, 
spoga+gafa, Hampton Court and Chelsea, they should be well-received at GARDEX/IFEX/EXTEPO.   

Gardenex has secured an excellent location for the British pavilion on the main aisle close to 

the Gardex entrance .   A comprehensive stand and support package and government grants of 

£1,800 are available from the Federation to help offset the cost of exhibiting at this growing 

show. 

You can take advantage of ready-built exhibition stands so that you just turn up and display 

your products.  Your main concern need only be the best way to present your company and 

products and promote your presence in Japan! 

Gardenex - the Federation of Garden & Leisure Manufacturers Ltd – has led the British group presence at 
GARDEX/IFEX/EXTEPO for four years and is set to do so again in 2010.  Established in 1961, the 
Federation has been organising exhibitor groups at major overseas trade fairs for the past 45 years.  
Gardenex’s expert exhibition team simplifies the whole process of organising your stand participation.  We 

deliver a comprehensive package of organisational support including attractively designed and British 
themed stands, designed so that you can just turn up and display your products; help with travel, 
accommodation, freight forwarding and logistics; interpreters; pre-show promotion to international 
buyers; expert help and advice at the event; plus valuable follow-up sales leads.   

Gardex/Ifex 2010 is funded under UK 
Trade & Investment’s Tradeshow 
Access Programme.  Eligible 

exhibitors can receive £1,800 grants 
towards the cost of exhibiting.   

Funded places are limited, see pg 2.  
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We will also advise you on product trends, consumer trends, technical product requirements and 
regulations in your target markets and on practical export issues.  You save time and money on every 
aspect of research, planning and implementation! 

 

 
How does the funding work? 

 

Gardenex has obtained funding under UKTI’s Tradeshow Access 
Programme (TAP) which allows eligible small to medium sized 
companies that are “New to Export”* or have been exporting for less 
than 10 years to receive cash grants at the rate of £1,800 (subject to a 
minimum stand of 4sqm or expenditure on stand costs of £1,800 or 
more).  *Please see pages 2/3 of the UKTI Terms and Conditions enclosed for 
details on how you may qualify.   

 

The rules for TAP have recently changed which could mean your 
company is now eligible again as all previous history of grants has 
been wiped clean!  All SMEs that fulfill the criteria will now be eligible 

for funding on 6 occasions, provided the events at which you receive 
funding are held in at least two markets.   
 
If you have any questions about the funding and whether or not you 
could be eligible, feel free to contact Emma Lewis or Theresa Swann at 
Gardenex.   

 

Log on to  

 

www. uktradeinvest. 
gov.uk  

 

for further information on 
how UK Trade & Investment 
can assist you in developing 
your exports and preparing 

for the trade fair 

 

The grant level for this show is  £1,800 and the number of funded places is strictly limited, therefore 

you are advised to apply as quickly as possible in order to secure by completing and submitting the UKTI 
Tradeshow Access Programme Exhibitor Grant Application, having first read the terms and conditions.  
Applicants should be aware that, once eligibility checks have been undertaken and eligibility confirmed, all 
costs for the show must be paid in advance and the grant is paid retrospectively provided terms and 
conditions are complied with.   

 
 
Gardenex stand package 
 
Gardenex is currently seeking quotations for a comprehensive stand package designed so that you just 
turn up and display your products on the British pavilion.  It is anticipated that a similar design and 
package used for the 2009 fair will be available in 2010, although costs are yet to be finalised.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

A typical package includes: 

• Floor space in booths sizes of 8.1m2 or 
16.2m2 

• Prime location  

• Attractive British themed pavilion/booth 
design  

• Fascia panel with company name and 
booth number 

• Full back and side walls where applicable 

• Carpet 

• Basic furniture;  table, chairs and lockable 

counter, plinth, brochure rack, waste 
basket, booth cleaning 

• Electrical service to power lights, spot 
lights and a power point 
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Gardenex exhibitor support package 

 
 
Gardenex's expert exhibition team simplifies the whole process of organising your stand participation at 
an international event and delivers a comprehensive package of stand organisational support, pre-show 
promotion to international buyers, expert help and advice at the event, plus valuable follow-up sales 
leads.   

  
We organise stand space and positioning, provide a cost-effective stand package, remind you of key 

actions via check lists and personal reminders, host exhibitor briefings on the markets you are targeting, 
issue stand invoices in £ sterling and provide all the information you need to prepare you for export 
success.   
 

The package includes: 
 

Advice and support, before, during and after the show is only a phone call away - Exhibitors can 

contact us at any time and are guaranteed to speak with our professional show organising team, who will 
obtain answers for you 
 

Guidance with technicalities - Our simple user-friendly check lists guide exhibitors through the 
confusing exhibitor manual, saving you time and frustration! 
 

Comprehensive market research information – Exhibitors have access to in-depth exclusive 
information on international garden and leisure markets.  The research team will also help you to identify 
and plan an appropriate export strategy and target markets.   Gardenex has a huge library of information 
on all main international garden markets and will provide an overview of the applicable market to all 
group participants 
 

Buyer promotion activity - Key international buyers are informed about your company and exhibition 

stand via our British group preview which is sent to thousands of buyers who use it to plan their trip to 
the British stands  
 
International PR – Press contacts from appropriate markets for the fair are invited to tour the British 
stands and meet relevant suppliers.  Pre, at show and post show press releases incorporating details of 
the British group exhibitors are sent to appropriate trade media.  In recent years excellent coverage in 
major industry journals has been achieved from this activity 

 

Buyer and press visits to the British stands – Major buyers, distributors and press contacts are 
invited to tour the British stands and meet relevant suppliers 
 

At-show support - Gardenex multi-lingual personnel are on hand during build-up and break-down to 
assist with all your queries and troubleshoot any problems you may have.  During the show, Gardenex 

personnel are on hand to provide help, advice and information to UK exhibitors and visiting international 
buyers 
 

Buyer/supplier matchmaking service – Gardenex supplies a free product sourcing and supplier locator 
service to visiting international buyers.  Introductions to UK exhibitors are made where appropriate and 
sales leads are gathered for immediate distribution to exhibitors following the show 
 

Plus for Gardenex members, the support is even more valuable: 

Our experienced Research team gives you valuable information on international markets, retail 
distribution, details from our exclusive database of around 10,000 garden and leisure product buyers and 
distributors and specific sales leads from the exhibition.   We will also advise you on product trends, 
consumer trends, technical product requirements and regulations in your target markets and on practical 
export issues.  Using the resources and information gathered by your export federation means you can 
tailor your market activity and prepare an effective sales approach prior to the exhibition.  

 
Even more valuably, following the show, we will also advise you on the best approach to follow up those 
sales leads and secure new international business. 

 
The Gardenex show organising and research teams are here to help you; just ask and we will 

deliver! 
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Cost factors                                                                          

 
Below are some examples for costings for 8.1m2 (mini booth) and 16.2m2 (regular booth) sizes, based on 
an estimated cost for the Gardenex booth package until final quotations are received.  Please also allow 
for other cost factors (travel, accommodation and freight forwarding, see below for further details) and for 

the Gardenex exhibitor support package fee and note that grants are subject to eligibility: 

 

 
8.1m2                      

(mini booth)                
3m x 2.7m 

16.2m2                          
(regular booth)              
6m x 2.7m 

Gardenex booth package £4,478 £8,955 

Grant of £1,800 for eligible firms -£1,800 £1,800 

Net cost to eligible firms  £2,678 £7,155 

 
 

Plus – Gardenex exhibitor support package fee 
 

 

Members of Gardenex £395 + VAT (£454.25) 

Non members £575 + VAT (£675.63) 

 

Notes: 

1. All costs estimated at time of going to press. 

2. Local taxes apply to all factors unless stated otherwise. 

3. The Gardenex exhibitor support package fee, applied to all participants in the British group, is due on 

application and is non-refundable. 

4. Additional costs apply for such items as required eg additional furniture hire, water, additional 
electrical connections and consumption, display accessories, vehicle/exhibitor passes, travel and 
accommodation, subsistence and freight and drayage/material handling.  Please remember to allow for 

such costs, according to your individual requirements, when budgeting for the event.  Some ballpark 
figures for travel, accommodation and freight are given in the appropriate sections below. 

5. Costs are currently based on an exchange rate of £1 = Yen 140.  Please note they may alter if the 
exchange rate fluctuates and any difference will be invoiced or credited accordingly. 

6. Space only/self-build firms, those wishing to exhibit independent of the pavilion and ineligible firms 
wishing to take advantage of the Gardenex exhibitor support package may apply, however it is 
preferred that all exhibitors on the British pavilion take advantage of the Gardenex booth package.  
Those on independent spaces may also take advantage of the Gardenex stand package. 

7. Corner spaces, if allocated, are charged by the organisers at 15,000 Yen (approx £107) per corner.  
Applications cannot be accepted if made conditional upon being allocated corner/s, a specific site or set 
amount of space. 

 

 
Travel, accommodation and freight options 

As so many exporters prefer to make their own arrangements for travel via the internet, Gardenex is not 

organising a specific group travel and accommodation package for this exhibition.  So that the exhibitors 
can stay together and share experiences, however, we have reserved a number of rooms at the Hotel The 
Manhattan (located 5 minutes walk from the exhibition centre) – see further information below.  

Travel  

Our suggested travel dates are therefore outbound on Monday 25 October, returning Sunday 31 October.  
Tickets prices for those dates currently show at around £680 return from either British Airways or Virgin 
Atlantic direct from London Heathrow to Tokyo.  Ticket prices can fluctuate daily so you are advised to keep 

websites monitored - www.ba.com or www.virgin-atlantic.com.  
 

Accommodation  

Following the excellent feedback from last years exhibitors Gardenex has again reserved a number of rooms 
in Hotel The Manhattan (Makuhari, Chiba) – www.royalparkhotels.co.jp.  The advantageous Embassy 
discounted rate for luxury double rooms for single occupancy is 24,150 JPY, (approx £173) or for double 

occupancy 37,800 JPY per night including breakfast, service charge and tax.  Full details of the Hotel The 
Manhattan and the opportunity to book will be sent to all exhibitors in due course.  
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Alternative appropriate hotels are within easy access of the Makuhari Messe exhibition centre will be 
published shortly by the organisers and we will forward information to exhibitors in due course. 
 

SUGGESTED ITINERARY 

Monday 25 October Exhibitors fly out to Tokyo, Japan 

Tuesday 26 October Exhibitors arrive and settle in Tokyo 

Wednesday 27 October Dressing your stand 

Thursday 28 October 
GARDEX/IFEX/EXTEPO 2010   

10.00-18.00 

Friday 29 October 
GARDEX/IFEX/EXTEPO 2010          

10.00-18.00 

Saturday 30 October 

GARDEX/IFEX/EXTEPO 2010          

10.00-18.00 

Show break down 

Sunday 31 October Exhibitors to return to the UK 

 

Interpreters 

All exhibitors are advised to enlist the services of an interpreter who, if sufficiently briefed, will not only 
interpret, but will act as an additional sales person on your stand.  The cost is approximately Yen 30,000 
per day (approx £215), bookable via Gardenex, with the kind assistance of The British Embassy, Tokyo. 

 

Freight 

As shipping costs to Japan represent a high proportion of the overall cost of exhibiting, Gardenex generally 
suggests that you consider a one-way shipment of your product/s display and exhibition kit and then either 
hope to sell-off your products to a potential customer or donate the products to charity.  Based on a 
minimum of 1.5m2 of freight, a ballpark cost for a one-way consignment from a UK depot to the show is 
around £950.  You are of course free to choose your preferred freight forwarder for this show, however we 

recommend that a specialist exhibition freight forwarder is used.  Gardenex suggests GBH Exhibition 
Forwarding, based in Sheffield.  GBH has provided services to UK exhibitors in Japan successfully for many 
years and their agent’s experience of the show and the onsite contractors is always beneficial.  GBH’s 
shipping manual and tariff will be circulated to exhibitors in due course, however please feel free to contact 
them now for a specific quotation for your consignment.   Please contact GBH direct on Tel: +44 (0) 114 
269 0641 or email them at info@gbhforwarding.com. 

 
What to do next… 

 

Space at the show is selling out fast and space on the British pavilion is limited, with interest levels high.  
If you wish to book, please submit a fully completed application without delay to secure participation.   

 

1. Read the UKTI Terms and Conditions for Exhibitors 
 

2. Complete and submit the following to Gardenex: 

 
• UKTI Exhibition Grant Application Form (please do not complete sections 1, 11 or 12) 
• Gardenex British Group Exhibitor Application form  

 

3. Include payment for the Gardenex exhibitor support package fee: 
• Members - £395 + VAT (£454.25) 
• Non Members - £575 + VAT (£675.63) 
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Notes:   

1. Applications will not be considered complete unless they include all of the necessary application 

forms and payment of the non-refundable Gardenex exhibitor support package fee.  A receipt 
invoice will be issued. 

2. All exhibitors will be notified once costs for the Gardenex booth package have been finalised.    

3. All applications will be acknowledged upon receipt and the UK Trade & Investment application 

will be sent to your local international trade team for initial approval.  Once initial approval is 
received, it is then sent to a central UK Trade & Investment office for final approval.  In due 
course, spaces will be allocated according to applications received and exhibitors will be 
notified of their allocated space, booth number and confirmation of eligibility for the funding.   

 
Japan briefing meeting 

 
All exhibitors, particularly first-timers, are welcome to visit the Gardenex offices in Kent for a one-to-one 
briefing meeting at a time to suit.  The briefing will include information on the Japanese garden market, 
doing business in Japan and logistical information/advice on preparing to exhibit, plus full details of the 
Gardenex booth package and how to plan your booth.    Please email emma@gardenex.com if you would 
like to arrange a suitably convenient date/time.   
  

We appreciate that your time is limited, therefore if you cannot attend a briefing meeting, please note 
that a full information package containing all of the appropriate information will be sent to all exhibitors.   

 

 

Thank you for your interest in GARDEX/IFEX/EXTEPO.                                                                              
We look forward to helping you exhibit! 
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UKTI TRADESHOW ACCESS PROGRAMME 
SUPPORT SCHEME FOR OVERSEAS EXHIBITIONS 
TERMS AND CONDITIONS FOR EXHIBITORS  

2010-11 
 

BACKGROUND 
 

UK Trade & Investment (UKTI) will, at its discretion, provide support for 
businesses taking part in overseas exhibitions between 1 April 2010 and 
31 March 2011.  For the purposes of these terms and conditions overseas 

exhibitions are defined as: 
 

- involving the display of products and services on exhibition stands 
or areas by businesses and other organisations with the objective of 
attracting commercial interest in those products and services; and 

 
- taking place outside the United Kingdom and being international 

in terms of representation i.e. involving exhibitors from more than 
one country; and 
 

- dealing with trade representatives rather than the public; and 
 

- using stand space or area that is designed for the purpose of an 
exhibition and not for any additional use not specifically connected to 
exhibiting. 

 
Alternatively an eligible event can be: 

 
- an overseas commercial conference where the business has paid for 
the opportunity to promote its goods or services to a trade audience. 

 
The objective of exhibition support is to help, primarily, newly exporting 

SMEs to learn how to use exhibitions as a key tool in their trade 
development plans.  The support is intended to work most efficiently as 
part of a development programme for eligible businesses which Accredited 

Trade Organisations (ATOs) and UKTI’s regional network can help to 
facilitate.  

 
A central principle of this, and all UKTI grant, is that it should make 
something happen that would not happen otherwise.  Each eligible 

business is entitled to exhibit with grant support on a total of six occasions 
counted from 1 April 2009.  Independent (Solo) participants must not take 

any more than one of these participations in any one financial year.  This 
total is a lifetime limit and cannot be renewed. 
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ATOs will help those businesses approved for grant to participate 
effectively in an exhibition and International Trade Teams in UKTI’s 

regional network will also help these businesses, where appropriate.  
Participating businesses are expected to take up any offers of non-

chargeable assistance made in this context. 
  
For a limited number of “key” exhibitions agreed by UKTI and identified on 

the UKTI web site, the relevant ATOs will be expected to undertake 
promotional activity on behalf of the group and will be remunerated for 

this by UKTI. 
 
If ATOs charge supported participants a service or management fee in 

connection with their participation, the services to be covered in return for 
the charge must be fully explained to participants at the time of 

recruitment and should relate to costs wholly distinct from their 
administration of the business’s UKTI grant application, for which ATOs 
will be remunerated by UKTI.   

 
It is expected that participants will make full use of the services and 

advice provided by or via the ATO.  However, participants will also have 
the opportunity to apply for UKTI support to attend any exhibition 

independently under solo arrangements.  This would normally be where 
there is no ATO led group.  Where an ATO is leading a supported group at 
an event, the solo route can only be taken with the explicit direction of the 

relevant International Trade Team.  In these cases the International Trade 
Team must confirm on the participant’s application form that the solo 

route has been taken because the ATO was unable, through their own 
arrangements, to offer a stand space or exhibition area that was 
reasonably suitable for the participant’s stated needs or was unable or 

unwilling to accept the business into their group under any other 
arrangements.  

 
 
1 Eligibility to apply for grant  

 
1.1 To be eligible for grant participants must meet the following 

criteria.    
 

a) A participant must be a UK* based business or organisation 

that is either actively investigating export opportunities or is 
already involved in exporting from the UK.  If requested, 

participants must provide UKTI with supporting documents proving 
that they comply with this requirement.  
(*Excluding businesses/organisations based in the Isle of Man or 

the Channel Islands unless UK registered.) 
 

b) A participant must be a small or medium sized enterprise as 
defined below or a UK university or UK Government funded centre 
of higher or further learning, or a UK Government-funded research 

organisation; 
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c) A participant must be a new exporter as defined below or 
have exported for no more than 10 years; 

 
d) Any grant a participant applies for does not result in them 

breaching the de minimis State Aid limit of €200,000 over any 
rolling three year period.  (These grants are classed as de minimis 
State Aid by the Commission of the European Communities and all 

applicants for grant must ensure that they do not exceed the 
€200,000 limit.  EU Regulation 69/2001 on the application of 

Articles 87 and 88 of the EC Treaty to De Minimis aid refers.)   The 
only exception to de minimis coverage relates to activities linked to 
the production, processing and marketing of certain agricultural 

goods as listed under Annex I of the consolidated version of the 
Treaty establishing the European Community (consolidated version 

1997).  TAP grants to relevant businesses covered by Annex 1 must 
fall within an overall ceiling of support that the European 
Commission have agreed to cover this specific area.  Applicants 

must take the advice of their local International Trade Team and, if 
advised to do so, should complete the alternative version of the TAP 

application form designed to cover businesses in this category. 
 

e) A participant must not receive any other contributions from 
public funds towards stand space, stand construction and freight in 
relation to participation at the exhibition named in Section 1 of the 

Exhibitor Grant Application Form. 
 

f) A participant must not have been fully committed to attend 
the event prior to seeking UKTI grant. 
 

g) A participant must demonstrate that they: 
 

- are selling products or services originating substantially in 
the UK; or  
- are adding significant value to a product or service of non-

UK origin; or 
- are enhancing their competitiveness and providing tangible 

economic benefit to the UK from this trade development 
activity. 
 

h) Since 1 April 2009 a participant must not have received, 
been offered or have a pending application for more than 5 grants 

under these terms and conditions prior to the grant currently being 
applied for.  Additionally, within this total of 6 grants overall, Solo 
participants must not have received, been offered or have a 

pending application for any other solo support for an event in the 
same financial year as the one being applied for.  The total of 6 

grants for any applicant must cover exhibitions in at least 2 
markets. 
 

i) A participant must take up any non-chargeable offers of 
assistance made by the ATO or the UKTI regional network that are 

intended to be complementary to the offer of trade fair support. 
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1.2 Participants will be ineligible if they do not own the brand they are 

selling and the brand owner either already exports to the market 
concerned, or withholds permission to export to that market. 

 
1.3 In operating these terms and conditions the following definitions 
apply. 

 
Definition for Small and Medium Sized Enterprise  

a)  Has less than 250 employees. 
 
b)   Has an annual turnover not exceeding € 50m, or an annual 

balance sheet total not exceeding € 43m. 
 

c)   Is independent, i.e. not more than 25 % of its capital or 
voting rights are owned by one enterprise, or jointly by several 
enterprises, which fail to meet any of the above points at a and b, 

although this threshold may be exceeded in the following two cases: 
 

(i) if the business is held by public investment corporations, 
venture capital companies or institutional investors, provided 

no control is exercised either individually or jointly over it; 
 
(ii) if the capital is spread in such a way that it is not possible 

to determine by whom it is held and the business can 
legitimately declare that 25% or more of it is not owned by 

one enterprise or jointly by several enterprises falling outside 
the definition of a SME. 

 

Definition for New Exporter 
During the past 12 months less than 10% of turnover resulted from 

proactive exports (i.e. sales to new overseas customers that have 
been actively identified by the business) and no more than 25% of 
turnover resulted from a combination of proactive and reactive 

exports.  (Reactive exports would normally result from unplanned 
approaches from potential overseas customers and from UK-based 

third parties, or from overseas responses to UK-focused web sites). 
 

1.4 The requirement to be a new exporter or to have been an exporter 
for less than 10 years will be waived where the applicant has not attended 
the previous edition of the event.   

 
1.5 Payment of grant is discretionary and shall be the limit of UKTI’s 

liability to the participant for the exhibition named at Section 1 of the 
Exhibitor Grant Application Form.  
 

 
2 Requirements for Eligible Exhibitors  

 
2.1 Participants must also comply with all of the following conditions. 
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a) Participants must correctly complete a TAP Exhibitor Grant 
Application Form and submit it via their local UKTI representative 

(at the UKTI International Trade Team) or via the ATO that is 
organising a group at the relevant event (normally this would 

depend on whoever supplied the form), no later than eight 
weeks before the event start date. 
 

b)  Participants must only promote at the exhibition the 
business, trading and brand names detailed on their application 

form. 
 
c) Where any non-UK goods or services are to be promoted 

participants are able to clearly explain the associated economic 
benefits to the UK, if required.  They must also present themselves 

at the exhibition as a business/organisation involved in exporting 
from the UK. 
 

d) Participants must ensure that their exhibition stand or space 
is manned by at least one dedicated representative for the duration 

of the exhibition.  In the case of exhibitions lasting more than seven 
days, they may leave after spending seven days at the exhibition 

but only if they have notified the ATO or International Trade Team 
in writing prior to the opening date. 
 

e) If there is only one individual representing both the 
participant and any other eligible exhibitor(s), then grant can only 

be claimed in respect of one of the businesses being represented.   
 
f) Participants accept full responsibility for their own insurance 

for any risks associated with taking part in the exhibition including 
unexpected or uncontrollable events e.g. war, flood, avalanche, 

pandemic, terrorist attack etc.  UKTI will not be liable for the 
consequences of any such risks or any costs incurred. 
 

g) All participants must submit a completed UKTI Exhibitor 
Questionnaire to UKTI prior to any claim for grant being submitted 

to UKTI.  The final deadline for return of completed questionnaires 
is one month after the closing date of the exhibition.  The 
questionnaires for completion can be found on the UKTI web site. 

 
h) Participants must register for free full UK Business access on 

UKTI's website prior to submitting their application. 
 
2.2 Applicants should not assume TAP support has been agreed unless 

they have received an “offer letter” from the TAP Team following their 
application for Solo support or, in the case of ATO led groups, the TAP 

Team have confirmed applicant eligibility with the ATO.  UKTI reserves the 
right to reject any application that it considers for any reason to be 
unsuitable. 

 
 

 



     

6 of 8 2010-11 Exhibitor Terms and Conditions (Version 1) 7-10-09 

3 Claiming Grant 
 

3.1 Where participants have taken part in an ATO led group the ATO 
can claim grant on their behalf generally at a rate of £1,000, £1,400 or 

£1,800.  The choice of which of these levels of grant will be offered for a 
particular event will have been agreed by the ATO with UKTI at the 
beginning of the programme year and will reflect the overall TAP funding 

available for that sector.  In exceptional cases UKTI’s TAP Team will have 
agreed with ATOs that different levels of grant to those above can be 

offered for an event, with the intention of allowing a greater incentive for 
new exporters.  In order to be included in the claim participants must be 
able to provide the ATO with evidence that they have paid for a minimum 

of 4 sq metres of stand space or have paid a minimum equivalent to the 
amount of grant being claimed on their behalf on eligible costs directly 

related to their attendance at the exhibition.  If the ATO does not already 
have this evidence the participant must provide this to the ATO no later 
than one month following the end of the exhibition.   

 
3.2 Where participants have exhibited independently of the ATO led 

group (the solo route) they can claim at a flat rate of £1,000 using the 
standard TAP solo claim form provided by the UKTI TAP Team and 

submitting it via the relevant International Trade Team in time for it to 
arrive with the TAP Team no later than two months following the end 
of the exhibition.  If requested, they must provide UKTI with evidence 

that they have paid for a minimum of 4 sq metres of stand space or have 
paid a minimum of £1,000 on eligible costs directly related to their 

attendance at the exhibition for which they are claiming grant (see 
Section 3.3).  Such evidence must be made available for UKTI or its 
representatives within 15 working days of its request. 

 
3.3 Direct costs can be in any of the following categories. 

 
Exhibition space costs.  This is the actual amount paid by the participant, 
or the ATO on the participant’s behalf, to the commercial organiser of the 

exhibition* for space at the exhibition venue and any other mandatory 
charges (e.g. registration fees, catalogue entry charges).  These charges 

will normally be no higher than the rates published by the commercial 
organiser of the exhibition.   
Stand costs.  This is the actual amount paid by the participant, or the ATO 

on the participant’s behalf, to the commercial organiser of the exhibition, 
or to any third party supplier(s) for invoiced costs directly related to:  

 
- stand design; 
 

- physical stand costs, including shell scheme (or equivalent); 
 

- labour costs in relation to physical construction of stand; 
 
- heating; 

 
- power supply; 
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- carpets; 
 

- furniture hire;  
 

- cleaning; 
 
- internet/phone connection and rental (excluding call charges); 

 
- display aids and graphics, but excluding any products/samples 

unless they are part of the stand construction;  
 
- security; 

 
- freight costs for stand and stand display items; 

 
- excess baggage charges for stand and stand display items; 
 

- car/van hire and other associated travel costs e.g. fuel (If this 
option is used, the participant must be able to present a justifiable 

case, including cost benefits)  
 

NB. Recoverable local taxes, including VAT, and insurance costs of any 
kind will not be considered as part of the total of eligible costs. 
 
*The commercial organiser of an exhibition is the organisation responsible for the 
commercial arrangements for the whole exhibition.  An organisation making a block 
booking at an exhibition for a UK group, or booking space or stand facilities for 
individual companies, is not the commercial organiser of the event. 
 

3.4 Where the ATO has claimed grant on behalf of participants the ATO 
will be responsible for distributing grant to participants within three weeks 

of the ATO’s receipt of the participant grant.  
 
3.5 The participant may arrange with the ATO for any amount owed to 

them, solely related to the exhibition, named at Section 1 of the Exhibitor 
Grant Application Form, to be deducted from the grant.  The ATO is not 

allowed to pay any part of a participant’s grant to a third party and must 
not have charged the participant for anything other than costs directly 
related to the business exhibiting at the event.   

 
3.6 UKTI reserves the right to provide the Commission of the European 

Communities, or any other organisation which needs the information as 
part of the process of Government, with information about any grants paid 
to the participant.  UKTI also reserves the right to publish these details 

without seeking any additional approval from the participant. 
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4 Non Payment of Grant 
 

4.1 UKTI reserves the right to withhold any or all of the grant, or 
require part or full repayment of any grant already paid, if at the time of 

making the application or at any time prior to the start of the event the 
participant: 

 

a) has ceased or ceases trading; 
 

b) is in or goes into liquidation, administration, receivership, 
bankruptcy or equivalent procedures in Scotland; 
 

c) is or becomes the subject of a proposal for a winding up 
order or any other insolvency procedure including individual 

voluntary arrangement; 
 
d) is or becomes indebted to any Government department. 

    
4.2 UKTI also reserves the right to withhold any or all of the grant, or 

require part or full repayment of any grant already paid, if the participant: 
 

a) fails to comply with any of these Terms & Conditions;  
 
b) provides false or inaccurate information on the Exhibitor 

Grant Application Form; 
 

c) causes embarrassment to Her Majesty’s Government, the 
host nation or other exhibitors in the group, for example by 
displays of inappropriate or offensive literature, by inappropriate or 

offensive behaviour, or by the display of products or services of an 
unacceptably low quality or of an inappropriate or offensive nature.  

(The final decision on acceptability will rest with UKTI, taking into 
account the nature of the product, the sensitivities of the host 
nation and others in the group). 

 
If any of the above circumstances arise, the business may also be 

excluded from future involvement in this and/or any scheme operated by 
UKTI. 
 

4.3 UKTI may vary or withhold any or all payments made and / or may 
require repayment of grant already paid, together with interest from the 

date of payment, if UKTI is required to do so as a result of a decision by 
the European Commission or as a result of any obligation arising under 
Community Law. 

 

UK Trade & Investment is the Government organisation that helps UK based 
companies succeed in the global economy and assists overseas companies to bring 
high quality investment to the UK. 

 




