
www.kortrijkxpo.com - info@kortrijkxpo.com - BTW BE 0405 979 048 - ING 385-0522513-37 - SWIFT/BIC BBRUBEBB850 - IBAN BE35 3850 5225 1337 

 
 

APPLICATION FORM 

Name and job title of applicant: Mr / Mrs.  ..................................................................................................................................................................  

Acting for the following company (name/legal form) ...................................................................................................................................................  

Street .......................................................................................................................... Nr ..........................................................................................  

Country ...................................................... City .......................................................... Postal code ...........................................................................  

Telephone .................................................................................................................................................................................................................  

Facebook.com/ ........................................................................................................... Twitter @ ...............................................................................  

VAT nr ....................................................... Website ...................................................................................................................................................  

Stand Manager (person to whom all practical information will be sent) ......................................................................................................................  

Personal e-mail address of stand manager ................................................................................................................................................................  

General e-mail address .............................................................................................................................................................................................  

Correspondence to be sent in:   ❏ English     ❏ French     ❏ Dutch      

 

 

ADDRESS TO WHICH INVOICE SHOULD BE SENT (If different from the above address): 

Company...........................................................................................................................................................................................................................................................  

Street .......................................................................................................................... Nr ..........................................................................................  

Country ...................................................... City .......................................................... Postal code ...........................................................................  

VAT no. .......................................................................... Reference ..........................................................................................................................  
If the invoicing address has to be changed at a later date, a charge of 50.00 EUR will be made for administrative expenses. 
 

 
Participation in PROTOTYPING 2017 is reserved exclusively for companies active in one of the domains as described in the below-mentioned 
product groups (see page 3). You hereby apply to take part in PROTOTYPING 2017 with the following products, services and brands (in 
capitals please): 
 
 

Products: Brands: Country of origin: 

 .......................................................   ..........................................................................  ..  ...........................................................................  

 .......................................................   .............................................................................  ...........................................................................  

 .......................................................   .............................................................................  ...........................................................................  

 .......................................................   .............................................................................  ...........................................................................  
 
 

The exhibitor is : 
 
 manufacturer 
 exclusive importer for Belgium 
 exclusive distributor for Belgium 
 institution (trade journal, confederation, …) 
 
I undertake to send, either together with this form or separately, documentation (folders, photos, 
samples, description) on the above-mentioned products. I accept the organisation’s decision to accept 
or reject these products on the basis of the documentation provided. 
 

 Preferred stand numbers (see plan) 
 Give 3 choices in order of preference: 

 

- 1st choice:  First module: ............................ ; Second module: ..................................  

- 2nd choice:  First module: ............................ ; Second module: ..................................   

- 3rd choice:  First module: ............................ ; Second module: ..................................   
 

The organisation will take these preferences into account where possible when allocating stand 
locations. 

 
Organisation 
Kortrijk Xpo cvba 
Doorniksesteenweg 216 
8500 Kortrijk / Belgium 
VAT BE 0405 979 048 
RPR Kortrijk 
 
Contact persons 
Annick Pycarelle 
Marc Steppe 
Veerle De Backere 
 
Info 
T. +32 (0)56 24 11 11 
prototyping@kortrijkxpo.com 
www.prototypingxpo.com 
 
Twitter.com/PrototypingXpo 
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Cost of participation  
1.  Stand area 
Every participant can choose to hire one or more modules of 12,25m² (3,5m x 3,5m). See sketch on page 3. 
a.  First module; uniform all-in stand 
The hire price for the stand area amounts to 3 245.00 EUR (excl. VAT) and includes: the uniform prefabricated stand 
structure (wall + tablet, carpet, nameplate), lights, one 4-socket outlet and a presentation plinth.  
b.  Extra module(s)  
As an exhibitor you can hire one or more extra module(s). An extra all-in module comprises the same elements as 
described in point 1a. The price for an extra module amounts to 2 745.00 EUR (excl. VAT). 
c.  Starters’ module 
During the fair, there are two starters’ areas provided. Per zone, 8 start-ups are allowed. These have to comply with 
the following criteria: the company has to be founded after 1 January 2014; it cannot be legally connected to another 
company in any way and it may not be a spin-off of an existing company or organisation either; the company may 
only have up to 2 employees. The modules are 6 m² and comprise the same components as described in point 1a. 
The date of publication of (an extract from) the memorandum of association of the company in the Belgian official 
journal acts as the date of the establishment of the company and will be used to qualify for the modules. The cost 
price of a starters’ module amounts to 1,000.00 EUR (excluding VAT). 
d.  Services included 
Per module: catering for visitors and exhibitors, mention in the fair guide, 4 exhibitors’ badges, 4 exit parking tickets, 
promotional material (invitations etc.), free WIFI, distribution of exhibitors’ novelties to the press through the 
communication services of Kortrijk Xpo, use of the visitors’ registration system. 
2.  Sponsoring package 
Exhibitors may apply to sponsor PROTOTYPING 2017. The price of a sponsoring package is 1 500.00 EUR (excl. 
VAT). Only one sponsoring package may be ordered per exhibitor, and a maximum of 8 sponsors will be accepted. 
The package includes: your logo displayed on advertisements, direct mailing campaigns, visitor's folders, posters, 
the website, the fair plan at the entrance of the fair. A sponsoring package can only be ordered in combination with 
the hire of one or more all-in modules. 

 

 

Total cost of participation (excl. of 21% VAT) 
 

If your company works with a purchase order system, please mention the PO n° here:  ........................................................  

Wishes to receive the invoice at following e-mail address:  .......................................................................................................  

 ❏ 1 all-in stand .................................................  : 3.245,00 EUR 

 
❏ Extra module .................................................  : 2.745,00 EUR 

 Number of extra modules: .......................................................          

 ❏ Starters’ module ............................................  : 1.000,00 EUR 

  
 ❏ Sponsoring package .....................................  : 1.500,00 EUR 

 TOTAL excl. of 21% VAT =  ............................................... EUR 

 
Catering 
The cost of participation includes a contribution of 250.00 EUR (excl. VAT) for the offer of free catering to the visitors 
and exhibitors. 
Services 
The agreement between Kortrijk Xpo cvba and the exhibitor regards the hire of a stand area and a service package. 
4 months before the event, the exhibitor will be able to order additional services such as furniture, visuals, displays... 
through the Exhibitor Portal.   
Insurance  
It is compulsory for exhibitors to take out comprehensive insurance for the stand and its contents from Kortrijk Xpo 
cvba. This insurance policy specifies that the exhibitor renounces the right to claim compensation from Kortrijk Xpo 
cvba. This compulsory service may be waived if the exhibitor already has an insurance policy providing the same 
cover. If an exhibitor fails to take out an insurance policy, under no circumstances can Kortrijk Xpo cvba be held 
liable for any damage to the stand or its contents. 
Agreement 
By signing the registration form, the applicant makes a firm commitment to participate as an exhibitor. The 
agreement between the organiser and the exhibitor comes into being when the organiser sends a letter of 
acceptance to the exhibitor. This will include the number of the stand allotted to him and any special conditions or 
specifications. The date of the letter of acceptance shall be taken as the date on which the agreement was made. 
Cancellation 
The contract can be terminated on condition of payment of 50% of the total cost of participation if the cancellation is 
made up to 3 months prior to the first opening day of the event, or 100% of the total cost of participation if it is 
cancelled less than 3 months prior to the first opening day of the event. Exhibitors are entitled to cancel their 
participation provided that they do so by registered letter to Kortrijk Xpo.  Reduction of the surface area of the stand 
originally reserved is treated as a cancellation of the part  of the stand that is reduced. Furthermore the organisation 
reserves the right to release the stand upon cancellation of the exhibitor & to rent it to a third party. Should this stand 
–for whatever reason - not be rented to a third party, all costs for decorating this empty stand space will be charged 
to the original exhibitor. Only the organisation holds the right to rent stand space to a third party. 
Payment 
1. The exhibitor undertakes to pay 40% of the amount due for stand hire within 180 days prior to the setting-up 

period of the fair, or by return of post after receipt of the invoice (if registration is less than 180 days prior to the 
setting-up period of the fair) and the balance by 15 September 2017, into one of the accounts specified on the 
invoice. 

2. Any invoices still outstanding in part or in full on the due date shall from then on automatically incur conventional 

interest charges of 1% per month on the amount still due, by law and without prior legal action or notification. 
3. If an invoice or part thereof is not settled by the due date, without good reason, through negligence or default, 

and after notice has been served on the debtor to no avail, the amount due will be increased by 15%, with a 
minimum of 150.00 EUR and a maximum of 2,000.00 EUR even if a period of grace has been granted.  

4. Except where other conditions are specified, or where a specific due date is announced on the front page of the 
invoice, all invoices must be paid cash. 

5. Failure to settle an invoice in full by the due date shall by law automatically cancel any postponement of the due 
date for payment for other services or supplies; which means that these payments are due immediately. 

6. Acceptance of a bill of exchange or any other means of payment does not imply novation of the debt, and under 
no circumstances will it entail any exemption from the present terms and conditions of payment. 

7. Complaints of any kind can only be considered if they are delivered in writing within 8 days after the date on 
which the invoice was received. Unless documentary evidence is produced to the contrary, the invoice date shall 
be taken as the date on which the invoice was received. 

Courts competent to act 
All cases shall be dealt with under 
Belgian law. In case of dispute, the 
courts of the Arrondissement of 
Kortrijk are the only courts competent 
to act. 
 
General terms and conditions for 
exhibitors 
The exhibitor hereby confirms that he 
has taken due note of the General 
Terms and Conditions for Exhibitors, 
and accepts that they shall take 
precedence over any terms and 
conditions of his own. 
 
Drawn up in…………………………….. 
 
Date………………………………........... 
 

Signature and company stamp 
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CLUSTERS 
 Please indicate one subcategory per hired module. Of course, you are free to mention more products or services on your stand or 

in the fair guide later. 

EXPLORATION 
0  Trendwatching  
0  Creativity tools 
0  Sketching 
0  Market research 
0  Design offices 
0  User centered design 
 
WORKSHOP 
0  Hand tools 
0  Workshop facilities 
0  Supplies 
0  Wood work 
 
ENGINEERING 
0  Engineering offices 
0  Test labs 

CNC MACHINING 
0  Service offices 
0  Milling machines 
0  Digital cutting 
0  Engravers 
 
VIRTUAL TECHNOLOGIES 
0  Digital sketching 
0  CAD 
0  3D scanning 
0  Simulation 
0  Virtual & augmented reality 
0  Digital visualisation 
 
VISUALISATION 
0  Product photography 
0  Image editing 
 

ADDITIVE MANUFACTURING 
0  Service offices 
0  3D printing 
0  Digital manufacturing 
0  Metals 
0  Plastics 
0  Ceramics 
 
MATERIALS 
0  Composites 
0  Plastics 
0  Adhesives 
0  Metals 
0  Clay modeling 
 
ELECTRONICS 
0  Electronics design 
0  Component supplier 

LOW VOLUME 
MANUFACTURING 
0  Thermoforming 
0  Thermoset polymers 
0  Vacuum casting 
0  Small series production 
0  Metals 
0  Low pressure injection molding 
 
OTHERS 
0  Patents 
0  Certification 
0  Education 
0  Professional magazines 
0  Professional organisations

 

CHARTER FOR EXHIBITORS 

As an exhibitor you agree to exhibit your products / machines / services in the space provided.  

 
 
 
 

 
 

The undersigned: 
 

❏ declares that he/she is aware that any breaches of this charter give the organiser the right to modify the stand 

in accordance with the agreed rules.  
 

 
Date & signature:                
 

(preceded by the words ‘read and approved’)    …………………………………….................................................. 
 

 
 

 Do you wish to exhibit machines that don’t fit in the spaces provided (zones A & 
B)? We foresee a separate area for this: ‘the factory’. Please tick the box below.  
 

❏  Yes, I would like to be contacted by the organizer for further specific arrangements. 
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ADDITIONAL GENERAL TERMS AND CONDITIONS FOR EXHIBITORS 
 
 
 
Article 1: Organisers 

PROTOTYPING 2017 is organised by the cooperative association Kortrijk Xpo 
cvba, in collaboration with HOWEST, college of advanced education of West 
Flanders.   
 

Article 2: Steering committee 
For the organisation of PROTOTYPING 2017, the trade fair management of 
Kortrijk Xpo cvba will be supported by a steering committee of specialists from the 
various sectors participating. This steering committee will do its best to ensure that 
PROTOTYPING 2017 provides maximum benefit for the sector. 
 

Article 3: Place, date and opening hours 
PROTOTYPING 2017 will be held in hall 5 of the international centre for trade fairs 
and events Kortrijk Xpo, Doorniksesteenweg 216, 8500 Kortrijk (Belgium), on 
Wednesday 8 November 2017 from 13:00 hrs until 20:00 hrs and on Thursday 9 
November 2017 from 10:00 hrs until 18:00 hrs. 
 

Article 4: Aim 
The aim of PROTOTYPING 2017 is to be a platform for business contacts 
between suppliers and their professional clients (see article 6). PROTOTYPING 
2017 aims to make a real contribution to the continuing provision of information 
to the professional visitor.   
 

Article 5: Exhibits 
PROTOTYPING will only offer products and services from the sectors that are 
involved in the development and production of a prototype. These sectors 
contain the entire cycle, from idea to concept/product. 
 

Article 6: Exhibitors and visitors 
a. Exhibitors 

* Participating in PROTOTYPING 2017 is possible for suppliers of 
solutions and services within the following sectors: trendwatching, 
creativity tools, sketching, market research, design offices, user centered 
design, hand tools, workshop facilities, supplies, wood work, service 
offices, milling machines, digital cutting, engravers, digital sketching, 
CAD, 3D scanning, simulation, virtual & augmented reality , digital 
visualisation, composites, plastics, adhesives, metals, clay modeling, 
ceramics,  3D printing, digital manufacturing, product photography, 
image editing, thermoforming, thermoset polymers, vacuum casting, 
small series production, low pressure injection molding, engineering 
offices, test labs, electronics, patents, certification, education, 
professional magazines & professional organisations. 
* The organisation irrevocably decides on the entire or partial 
acceptance and/or decline of the candidate-participant and the products 
suggested by the latter on the basis of the above-mentioned criteria. 

 

b. Visitors 
PROTOTYPING is a trade fair. It is only accessible to professionals: industrial 
engineers, product developers, R&D managers and employees, industrial 
designers, CEOs, scale-model constructors, prototype developers, production 
managers, purchase managers and managers of the technical departments, 
(interior) designers, creative designers from the animation and entertainment 
sector and famous artists, who are active in various sectors. The fair is both 
meant for multinationals, large companies, small and medium-sized companies 
as well as individuals from the artistic and creative sectors.  
 

Article 7: Terms and conditions of participation 
a.  Participation is personal and non-transferable.  
If an exhibitor fails to settle all amounts by the due dates, the Exhibition Manager 
is entitled to remove the exhibitor from the list of participants. This will not release 
the exhibitor from the obligation of meeting all his financial commitments.  
b.  Cost of participation 
The cost of hiring a stand at PROTOTYPING 2017 comprises: 
1. The hire prices of one or more all-in modules of 12,25m² 

2. Services: cost related to the services ordered by your company  
The hire price also includes the contribution of 250.00 EUR (excl. VAT) for the 
offer of free catering to the visitors and exhibitors. The hire price also includes the 
following: 
- general decoration, lighting and heating of the premises. 
- your contribution to the recruitment of visitors (publicity). 
- general security surveillance of the premises. 
- maintenance of the communal areas, e.g. gangways, entrance hall, etc. 
- entry in the alphabetical register of exhibitors, products and brand names in the 

catalogue. 
Not included in the price: 
- compulsory comprehensive insurance ("all risks") of goods exhibited. 
- third party insurance of the exhibitor. 
- any optional services ordered, eg. electricity, water, telephone etc. 
c.  Approval of applications  
Kortrijk Xpo cvba reserves the right to accept or reject applications, and to cancel 
an application which has previously been approved at any time, should it see fit.  
Rejection or cancellation of an application or participation will not entitle the 
applicant to any damages apart from the full reimbursement of deposits paid.   
If an exhibitor has failed to pay invoices in full for a previous edition of the event 
or any other event organised by Kortrijk Xpo cvba, the organiser is legally 
entitled to suspend the present agreement in part or in full, after notice has  
been given by registered post to no effect after a period of 8 days, until such 
time as full payment has been made of the amounts outstanding.   
d.  Allocation of stands 
Kortrijk Xpo cvba shall endeavour to meet requests for specific stand locations 
where possible, and in the order in which bookings are received.  In no case is 
Kortrijk Xpo cvba obliged to allocate a specific stand location to an applicant, and 
stand locations allocated may be changed at any time, if need be.  
e.  Lay-out of the fair 
The organisation of PROTOTYPING 2017 is entitled to modify the floor plan of the 
trade fair at any moment. 
 

Article 8: Stand arrangement, setting up and clearing out  
a.  Stand arrangement 
As mentioned in Art. 7b, exhibitors are free to appeal to Kortrijk Xpo to hire extra 
services (plants, furniture etc.). 
b.  Setting up and clearing out 
The dates and hours of the setting up and clearing out will be mentioned in the 
practical information. 
 

Article 9: Services 
Exhibitors at PROTOTYPING 2017 may use only the services offered by the 
organisers themselves (furniture, displays, visuals etc.). Parallel services offered 
by companies other than those appointed by the organisers will not be permitted 
on the premises of Kortrijk Xpo cvba. 
 

Article 10: V.A.T. 
The VAT number of Kortrijk Xpo cvba is BE 0405 979 048. The prices quoted do 
not include VAT. 
 

Article 11: Cancellation or postponement of the event 

Should the Kortrijk Xpo cvba decide to cancel or postpone the event for any 
reason, if this is not due to circumstances beyond its control, exhibitors are entitled 
to the reimbursement of any deposits and invoices already paid, but they are not 
entitled to claim any compensation. 
 

Article 12: General Regulations 
For all cases not covered by the present Supplement to the General Terms and 
Conditions for Exhibitors, exhibitors are referred to the General Regulations of 
Kortrijk Xpo cvba, of which the present is an integral part. The General 
Regulations may be obtained on demand from the secretariat of PROTOTYPING 
2017, Doorniksesteenweg 216, 8500 Kortrijk (Belgium). 
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