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Unit 13

Together with her boss, Christian Hinterseer of the Marketing and Distribution 
Department, Anka comes up with these ideas.

1 Strategietreffen
2 sich dranmachen

1 Zugang
2 Messegelände
3 Auftragnehmer
4 Standfläche
5 Flussdiagramm
6 Messegesellschaft
7 hier: Transport organisieren
8 Ausstellungsstück
9 Reisevorbereitungen
10  hier: bekannt machen, 

vermarkten
11 Messeteilnahme
12 Fachzeitschrift
13 Verkaufsprospekte
14 anwerben, einstellen
15 Freikarte

13.4.1 Things to do

13.4 Preparing for the fair
In a strategy meeting1 and based on the information provided by Anka, it is decided 
that two engineers will visit the Northern Manufacturing & Electronics in Manchester 
and also that the company will participate in the Aero Engineering Show in Birming-
ham. There is still plenty of time (eight months) to get organised. So they set about2 
planning.

What needs to be done to get prepared for the fair participation? In groups, collect 
ideas.

è

No. Task
Christian’s 

job
Anka’s 

job
Time-
frame

1 Arrange access1 to exhibition grounds2 for staff and 
contractors3

2 Book stand space4

3 Draw up and circularise a flowchart5 of activities before 
the fair starts

4 Find out about charges for stand space and facilities 
(water, electricity, cleaning, etc.)

5 Find out about hotel accommodation and make 
bookings

6 Get information from National Exhibition Centre

7 Have texts translated and brochures printed

8 Invite selected customers to reception on fair stand

9 Make booking with fair organisers6

10 Make transport arrangements7 for exhibits8

11 Make travel arrangements9 for Schwetzingen staff

12 Market10 fair participation11 in trade magazines12 
(British & Irish)

13 Order food and drink for visitors & staff

14 Organise English courses for staff attending the fair

15 Plan for the design and construction of fair stand

16 Prepare suitable texts for fair catalogue

17 Prepare sales literature13 (general and product-related)

18 Recruit14 local staff to welcome fair visitors to the stand

19 Select products to be shown

20 Send circular to customers with complimentary tickets15




