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TASK -0 -9 -8 -7 -6 -5 -4 -3 -2 -1 0 +1 NOTES / STATUS
Collect information on FRUIT LOGISTICA
(www.fruitlogistica.com, catalogue)
Define aims and objectives
Decide on participation at FRUIT
LOGISTICA
Draft basic plan for exhibition,
including desired stand size and shape
Prepare budget and workflow plan
Stand registration (by 31.7) online at - ®

www.fruitlogistica.com>Exhibitor Service

Plan and produce exhibits and N
information material

Communicate plans and objectives =
within company

Register for FRUIT LOGISTICA B ®
Innovation Award (by Mid-November)

Register co-exhibitors ) ®
(by 21 November)

Plan stand staffing o

Plan travel and accommodation —

Receive stand allocation proposal —

Confirm stand allocation —

Receive official confirmation, invoice
Service order forms available online

Payment of initial invoice

Update Virtual Market Place®entry ———————— e————eeeeerersrcrsrererererererecce
(also for entry in printed catalogue)

Catalogue entry based on VMP entry °
or stand application (by 21 November)

Plan and register events on your
stand with Messe Berlin*

Plan stand design and equipment

Produce information materials,
exhibits, business cards

Hire additional stand personnel*

Order stand (if no complete stand
ordered). Order technical services
for stand as necessary*

Order promotional material
(admission ticket vouchers for clients,
visitor info, correspondence stickers)*

Plan transportation and handling,
order logistical services*

Obtain approvals (stand construction)*

Make appointments with customers,
business associates and press

Respond to Virtual Market Place®
appointment requests

Order additional exhibitor and
construction passes*

Send invitations with ticket vouchers

Rent advertising space on fairground*

Order press box in press centre*

Organise other promotional activities

Decide on participation in the
Exhibitor Forum

Plan visits to special events:
Fresh Produce Forum,

Hall Forum,

FRESHCONEX

Apply for visa if necessary

Check travel and accommodation
details and documents

Final check of preparations, budget
and orders

Travel: do not forget...

visa/passport, business cards,
construction/dismantling passes,
exhibitor passes,

free vouchers for clients,

schedule of appointments,

travel and accommodation documents

Delivery of stand equipment, exhibits

Stand manager on-site to
coordinate construction and stand
personal

Finalize press information, press
conference arrangements

Information and press material
available on stand

Handover of stand and technical
equipment to stand manager

Approval of stand/technical
equipment by Messe Berlin
(2 days before opening)*

Stand personnel briefing

Access for exhibitors with passes
8 a.m.-9 p.m., visitors 9 a.m.-6 p.m.

Meetings and appointments

Visit exhibition

Attendance at seminars and events

Clear all stand materials.
Waste disposal

Dismantle stand

Follow-up tasks: Send information,
offers and proposals, press releases

Schedule follow-up appointments

Written report on participation

Review aims and objectives

Account settlement, budget audit

Update database

Payment of final invoice

TASK -0 -9 -8 -7 -6 -5 -4 -3 -2 -1 0 +1 NOTES / STATUS

* Order forms and further details of services provided by Messe Berlin and its service companies are available online at www.fruitlogistica.com>Exhibitor Service
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