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(:_ GUIDELINES FOR PARTICIPATION IN INTERNATIONAL TRADE FAIRS/EXHIBITIONS 

I. OBJECTIVES OF PARTICIPATION: 

Trade Fair participation is an important promotional tool for the implementation of export strategy 
(Annex 1). To maximize returns it is essential that Pakistan's participation in fairs be focused, well organized 
and proper!) followed up. These guidelines seek to ensure this. These guidelines and criteria will form the 
basis of participation in exhibitions & fairs managed by TDAP/Associations and where TDAP 
funding/contribution is involved. The overall objectives to be achieved from such promotional events are: 

a. To maximize exports and market shares with the help of experienced exporters with 
critical mass/product range & a proven track record. 

b. To promote new & medium to small size exporters (SMEX) having a successful track 
record of aggressive growth, irrespective of the size of current level of export. 

c. To increase geographical spread in developed countries, of our exports in the core and 
developmental categories, with the help of experienced & medium to large size exporters 
with an aggressive track record of growth. 

d. To increase geographical spread in non-developed countries for the core products with the 
help of medium to large size and small, but aggressive, entrepreneurial exporters. 

e. To increase exports of our developmental categories in selected geography with 
exporters/businessmen of medium to large size with proven track record of success in 
similar geographical areas abroad or in Pakistan as far as possible. 

f To support exposure of Pakistan's exports in regional trade blocks. 

g. To encourage women entrepreneurship. 

h. To project a correct, modern & enterprising image of Pakistan as an exporting country. 

1. Whatever we do. we do with excellence. 

2. TYPES OF EVENTS FOR PARTICIPATION: 

rhere wi II be three types of participation: 

a. \11A0IAGED FAIRS: Organized and funded by TDAP, with participation fee depending on 
the nature offair. 

b. ALLOCATED FAIRS: Organized by selected Trade Bodies with partial funding byTDAP. 

c. FREE CHOICE FAIRS: Chosen and organized by selected Trade Bodies at their own 
expense. 
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3. FAIR SELECTION CRITERIA: 

3.1 General 
Keeping budgetary provisions in view, Managed fairs shall 
be selected on the following basis: 

a Preferably product specific rather than general fairs (except for reasons of bilateral 
relations). 

b. Preference will be given to products and markets in close alignment with cun-ent 
export strategy (Annex 1). Selection/preference of events will be guided mainly by: 

i. Event traffic 
11. Age of event 

111. 1\ umber of Participants 

c. Selection of events vvill essentially be ofthose that maximize exports and not on the 
basis of historical participation (except for reasons for bilateral relations) 

d It is anticipated that almost 70 events will be participated in each year as per 
following distribution of product category. 

Product Cate2ory 
Textile & Garments 
Other Core 
Developmental 
Other I General 
Geographic Diversification 
Regional Pacts 
Misc. 

Total 
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Nos. of Eyents 
14 
16 
10 

8 
14 
6 
2 

70 
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(j· Product Certifications: 

7. No. of Employees 

Permanent: 

I) 

I I) 

iii) 

Contract: ------ - -----
8. Value ofMachinet·y I Assets (Rs. Millions: 

9. Exports: 

--
Total Certified Items as I Preceding Previous 
Export for last above then previous Financial 

three years. I Financial year year 
(Verified by the (July-June) (July-June) 

Bank) Value Million I 
(US$) I 

Value Million l (Pak Rs.) 

Please add IJOinl as Der rollowinJ! for new exvorters: 

I 
For New Items as Preceding then Previous 

Exporters: above previous Financial 
I Total Turn Over Financial year year 

I for last three (July-June) (July-June) 
years. (attach Value Million 

I Bank Statement) (Pak Rsj I 

10. :Vlajor Expot·ts Destination: 

II. Participation Detail: 

a) Previous Participation in the Fair th•·ough TDAP: 

Others: ___ _ __ _ 

Current Bank (s) 
Financial detail 

year 
(July-June) 

Current Bank (s) detail 
Financial 

year 
(July-June) 

Previous Financial year ------ - - --- - - --- -

Preceding financial year 

b) Previous Pat·ticipation; without TDAP's support:-
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c <.') Name of the Representative (s): 

Previous C\ ent attended by the Representative D D 

I 

i 

Yes No 

i) :-.Jame: 

Designation: 

Passport No.: _ ___ ____ ,Validity: _ ___ _ _ 

Previous eYents attended by the Representative Yes D No D 
ii) Name: 

Designation: 

Passport No.: _ _ ___ ___ Validity: ___ _ _ _ 

12. Participation With: 

D Subsidized participation Owithout Subsidy participation (Fufl Fee) 

13. Participation Fee: 
i) Pay Order I DD No.: ------ ii) Amount (Rs.): 

iii) Date: ____ _ iv) Bank: _ ________ _ _ 

l-t Any other suggestion or· Recommendation: 

Declaration: 

i. I l iVe hereby solemnly state that the above information is true to the best of my/our knowledge and 
helief II We further solemnly undertake that ij,' at any stage the above information provided by 
me. us is found to he incorrecT or fraudulently given. 1/we shall be liable to pay penalty to TDAP as 
determined by Competelll Authority of 1DAP and TDAP may also initiate criminal proceedings 
against me/us under the reLevant Law (5). 

ii. /!we also solemnly undertake to abide by the rules, procedures as prescribed by TDAP and to 
accept 1DAP ·s decision in all matters concerning participation in the Fair I Exhibition. 

SfG:'IIATURE OF CHIEF EXECUTIVE/ 
MAI'\AGING PARTNER/PROPRIETOR 

Date: --- - --- --- --
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Exhibitor’s Report Form 
	
Name	of	the	Fair:	
	
Date	of	the	Fair:	
	
Name	&	complete	address	of	Company	with	telephone	&	fax	numbers:	

_____________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________	

	
2.	Products	exhibited:_________________________________	
	
3.	Number	of	enquiries	received	by	you	during	the	Fair:_________________________________	
	
4.	If	some	enquiries	received	during	the	Show	did	not	materialize	into	actual	business;		
what	were	the	reasons?	
	

(a)	Price?	
(b)	Quality?	
(c)	Credit	terms?	
(d)	Transport?	
(e)	Productive	capacity	of	the	Exhibitor?	

	
5.	Origin	/	Country	of	the	visitors:__________________________________________________________	
	
6.	How	many	existing	customers	did	you	meet	during	the	
Fair?______________________________________________________________________________________________________________
____________________________________________________________________________________________________________________	
	
7.	How	many	worthwhile	new	business	contacts	did	you	Make	during	the	
Fair?______________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________	
	
8.	Who	were	our	potential	competitors	&	their	method	for	doing	marketing?	
_____________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________	
	
9.	Orders	booked	during	the	Fair	(Please	give	value	in	US	dollars:	
_____________________________________________________________________________________________________________________
__________________________________________________________________________________________________________	
	
	
10.	Future	Order	prospects:	
	
_____________________________________________________________________________________________________________________	



	
11.	How	would	you	asses	the	overall	result	for	your	company	in	this	fair?	
	
_____________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________	
	
12.	Do	you	think	it	is	worthwhile	to	visit	this	fair	again?	
	
_____________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________		
		
13.	Suggestion	/	Recommendations	if	any	:	

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________	

	
14.	 Comments	on:		

	
a)	 Assistance	from	TDAP:------------------------------------	
	
b)	 Facilitation	from	Mission:	

i.	Excellent	 ii.	Good	 iii.	Average	 iv.	Poor	
	

Remarks	(if	any)	:---------------------------------------------------------------------------	
	
c)	 Future	Participation	in		Fair:		

Yes:---------------	

No	:--------------------	

Don’t	know	-------------------	

Signature:_____________________	
	

Company	stamp:________________	
	

	

(Note:	Attach	copy	of	passport(s)	of	representatives	of	your	company,	who	
attended	the	fair,	showing	entry/Exit	stamp)			

	





At Conclusion of the Fair 

,.- To send a Press Release to Director (Incharge) on overall performance. 

;. To ensure that every exhibitor pays custom duty and all other dues. 

,. To ensure proper re-packing of the exhibits in front of the exhibitors and prepare proper invoices and 
packing lists of the exhibits and hand them over to the forwarding agent or to the Embassy for 
shipment. 

> To immediately dispatch by fax or DI IL a set of sh ipping documents to Director (Incharge). In the 
handling information column on the Airway bill it should be mentioned that Director (Incharge), 
TDAP. Karachi should be immediately notified on Tel/Fax/ email. 

,.- To ensure that unauthorized items arc not packed I shipped along with the consignment. 

On reachin~ Pakistan 

.r To ensure that D.O. Stores has all necessary documents for clearance purpose and that the 
exhibits are properly returned to participants. 

"';;- To submit TA 1 DA adjustment bill within a fortnight. 

r To submit within 10 days detailed report on the Fair highlighting the following points: 

t. Economic Profile of the host country. 
11. Overall impression on the Fair and its management. 
111. Performance of Pakistan Pavilion--orders booked, spot sales, long term arrangement 

by each exhibitor. 
1v. Performance of competitor countries. 
v. Overall conduct ofthe exhibitors 
vt. Achievements, 
Vlt. Shortfalls 
viii. Recommendations 

> To make a presentation to the "Review Group" headed by the Secretary on the quality of 
participation and recommendations for future patticipation. 
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DUTIES OF COMMERCIAL SECTION 

Before the Fair 
>- To reserve space for participation. 
, To send budget estimates to TOAP. 
r To publish the names ofthc exhibitors in the official Fair catalogue. 
r To ensure timely construction I erection of stalls. 

Annex VI 

,.. To send invitation letters to the potential buyers inviting them to visit Pakistan Pavilion. 
r To appoint clearing & forwarding agent for the Exhibition. 
,.. To send the information about custom Rules & Regulations of the host country. 
,. To provide the inf01mation about the Hotels for participants. 
'r To make arrangements for timely clearance of the exhibits. 
'r To coordinate with Director Pavilion for allocation of stalls. 

During the Fair 
:;.... To arrange meetings of the exhibitors with the potential buyers. 
~ To visit other Pavilions and note down plus & minus points of our main competitors. 
);;. To assist Director Pavilion in collection of the exhibits. 
r To coordinate with the Director Pavilion in getting feedback from the participating companies. 
r To prepare video of Pakistan Pavilion as well as of the competitors. 

After the Fair 

,.. To coordinate with Director Pavilion for return shipment and prepare actual invoices 
for the left over goods. 

);> To send repmt on the Fair and detailed accounts along with vouchers I receipts within 
10 days after the Exhibition. 

;.... Any other matter relating to the Fair. 

1,-- ~ 
\ ) 
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ALLOCATED FAIRS 
PARTICIPANTS' DETAILS TO BE PROVIDED TO TDAP 

(at least 3 months before opening date) 

Na me of participants with Exports during Participation Products to 
Address/telephone/fax no Last three years during last three be displayed 

Verified by bani< years 
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