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DEFINITIONS AND EXPLANATORY NOTES TO ACCOMPANY THE TERMS & CONDITIONS FOR ACCREDITED TRADE ORGANISATIONS
Brand Name – Any brand promoted that is not the same as the applicant’s business or trading name.

Commercial Organiser of the Event - The commercial organiser of an event is the organisation responsible for the commercial arrangements for the whole event.  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.

Eligible Costs – for grant participants.

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;

- 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, stand display items and literature for the stand (car/van hire and other associated freighting costs for these items may be claimed but, if this option is used rather than a freight forwarding company, the participant must be able to present a justifiable case, including cost benefits);

- excess baggage charges for stand and stand display items.

Conference Costs.  This is the amount charged by the conference organiser for attendance or speaking.  It can also include the cost of preparing and transporting literature or display items specifically for the conference.

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.
Embarrassment – Caused 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 staff, taking into account the nature of the product, the sensitivities of the host nation and others in the group.

Group - UK businesses/organisations, that have been recruited to participate together at a specific event, and which may benefit from common facilities provided by the ATO on their behalf. 

High Growth & Emerging Markets 

	Brazil

China

Colombia

Egypt

India

Indonesia

Malaysia


	Mexico

Qatar

Russia

Saudi Arabia

Singapore

South Africa

South Korea 


	Taiwan

Thailand

Turkey

UAE 

Vietnam

Hong Kong 




In Writing/Written – E-mail, letter or fax will be permitted as acceptable forms of notification in writing.
Net Charging  - A participant may agree that the ATO can deduct amounts they already owe to the ATO before the ATO passes on the UKTI grant.  Net charging can only be applied to incurred expenses in relation to the participant’s exhibition space and stand construction at the supported event.

New to Export  - 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).

New to Market  - A business not having exported to the country where the exhibition is taking place within the previous 12 months and normally having no established representation there.

On Site Management - The provision of sector knowledgeable personnel to help and advise group members at all times during the event.  The facilitation of set-up and breakdown of facilities (e.g. for exhibition stands) working with the event organisers and relevant contractors if applicable.  Ensuring that participants have access to e-mail, telephone and fax facilities.  In some circumstances (e.g. in a developing market where only rudimentary services are the norm) it may be acceptable for these services to be provided in an alternative venue to the event itself (possibly the hotel where the group members are staying).  In any event, the ATO is responsible for ensuring that access is made as easy as possible.

Participant – Member of a UKTI supported TAP group whether in receipt of grant or not.
Relevant Records

1
Evidence that the participant has paid for their stand space, construction and freight at least an amount equivalent to the grant.  The evidence should generally include:

- receipted invoices, or where the charge has been made via the ATO, bank statements, copies of cheques, copies of invoices and receipts issued to participants by the ATO;

- if appropriate, copies of formal agreements with participants to off-set grants against ATO charges for the event i.e. if participants were net charged.

2
Evidence showing that grants paid to individual participants were consistent with the Exhibitor and ATO Terms and Conditions e.g. bank statements or cheque stubs showing that participant grants were passed on to the participants named in the original application forms in the time-scale set by the Terms and Conditions.

3
A copy of the contractual agreement between the ATO and any agent(s) or subcontractor(s) that the ATO employed to carry out any tasks related to the recruitment and preparation of the group, and its presence at the event.

4
Evidence of any payments made between the ATO and any agents or subcontractors, (e.g. cheque books, bank statements, invoices, receipts etc).

5
If enhanced funding has been agreed, copies of invoices or receipts must be kept to show expenditure at least matching the coverage of the service level agreement.

6
All relevant records must be retained by the ATO for a period of six years from the date of the event, and must be made available for UKTI to inspect for audit purposes, subject to reasonable notice

Small and Medium Sized Enterprises - Small and medium sized enterprises (SMEs) are defined as those matching the requirements at A, B and C below.

a) 
Has less than 250 employees.

b)  
Has an annual turnover not exceeding € 50m, or an annual balance sheet total not exceeding € 43m.

UKTI reserves the right to review the eligibility of businesses that are distinct and independently operated but are part of or owned by an organisation itself larger than an SME. 

Trading Name – Any name that a business trades under other than the business name used for grant application purposes.

UK Trade & Investment is the government organisation that helps UK-based companies succeed in the global economy and assists overseas companies to bring their high quality investment to the UK. For further information please visit www.gov.uk/tradeshow-access-programme 
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