Professional Congress Organizer (PCO) ﬂ(IT
Services Offered for Trade Fairs
Karlsruhe Institute of Technology
Name of fair:
Date:
Email address of contact person:

Telephone number of contact person:

Project Management

Basic Project Management Package (can be booked for in-person and digital events)
B Support of overall fair conception
@ Planning of the event
B Participation in meetings

[0 Please include in your quote EUR 2,000

Premium Project Management Package (can be booked for in-person, hybrid, and digital events)
See basic project management package plus the following services:
B Support of the organization of and participation in the fair/industry exhibition
B Execution and coordination of the necessary procedures within KIT (in cooperation with Legal
Affairs; Financial Management; Purchasing, Sales, and Materials Management; Data Protection
Commissioner; Executive Office and Strategy; Innovation and Relations Management; Room
Booking, etc.)
B Agreement with/coordination of service providers
B Necessary purchasing procedures
B Budgeting/support in setting up a cost calculation

[0 Please include in your quote EUR 3,500

Exhibition and Fair Services
Industry Exhibition/Participation in Fair
B Complete technical organization of the exhibition/participation in the fair (registration, layout,
operation with internal service institutions and external partners)
B Supervision of assembly and disassembly

O Please include in your quote EUR 2,500

Services at the Venue
Organization of Technical and Logistics Services
B Technical coordination and supervision of the fair requirements based on the technical
quipment at the venue
E Coordination of logistics services at the venue

I Please include in your quote EUR 1,500

Support Services at the Fair Counter/Support Services at the Venue
E Support services at the stand

I Please include in your quote EUR 79 per hour and person
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Professional Congress Organizer (PCO) :g(IT
Services Offered for Trade Fairs \

Karlsruhe Institute of Technology

Fair Notes
Fair Notes
E Setup of a digital fair note
B Distribution of the notes to competent contact persons

O Please include in your quote EUR 500

Catering Services at the Stand

Basic Catering Package at the Stand
E Requesting catering quotes and support in the selection of caterers
B Coordination of the corresponding service providers, briefing of staff

I Please include in your quote EUR 500

Marketing
Marketing
! Ordering and coordination of key visual, trailer, and other graphics
B Support in the design of advertising materials and giveaways together with partners and
coordination of mailings and flyers and

[ Please include in your quote EUR 2,000

Note

Send the completed document to event@kit.edu. Then, you will receive a quote with the required
expenditure being estimated in the form of hourly rates. The real expenditure will be invoiced after
the event.

If lump sums are charged for certain services and the actual expenditure deviates strongly from the
booked service, we reserve the right to adapt the prices in agreement with you. Additional services
can be booked as agreed.

Please note that costs of external services are not included in the packages listed.
Costs of the distribution of conference material, printing, and other services will be passed on to you.

We would be pleased to support your communication with other Business Units of KIT offering the
following services, for instance:

B Public relations and social media contributions (by STS Corporate Communications)

B Support of science communication/open science:
Publication of proceedings via the KITopen repository and KIT Scientific Publishing (individual
guote possible)

For more information on the PCO services and contact data, click
https://www.cse.kit.edu/english/pco.php

We look forward to cooperating with you!
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