
Service heading: organizing foreign fairs                                     

Management of foreign fairs                                                                                             

Addressee type: participators in foreign fairs 

The form of designing the processes for respecting the customer in accordance with the 

paragraph A of the third law for promoting the safe administrative system and in 

opposition to corruption 

processes 
Activity 

description 

Required 

timing for 

performing 

the activity 

The name 

of unit and 

the person 

in charge 

Location 

residency 

and 

telephone 

number 

Required records 

1 

Submitting the 

foreign fairs 

planning 

approved 

manually from 

the exhibitions 

company portal  

In average 

at least 6 

months 

prior to fair 

holding 

Management 

of foreign 

fairs ( portal 

division) 

- - 

2 

Reflecting the 

related 

information with 

the subjects and 

the time of 

organizing 

through 

advertising in the 

most editorial 

public 

newspapers ( per 

case) 

Averagely 4 

months 

before fair 

Projects 

managers 

- - 

3 

Sending 

invitations for 

participation in 

foreign fairs and 

registration in 

attending the fair 

In average 

and 

regularly 

from 4 

months 

prior to fair 

Projects 

managers 

 Announcement of 

participation through 

correspondence or 

email 

- Forms of 

participation, 

information 

and regulation, 

preliminary 

information 

and account 

number by the 

project 

manager is 



 

sent  

4 

Taking action 

pertaining to 

obtain invitation 

of arbitrary 

services for 

thicket 

reservation and 

hotel for crucial 

participators in 

fairs 

1 to 6 

months 

prior to fair 

organizing( 

per the 

country 

location of 

holding 

fairs) 

Projects 

managers 

 - The required 

records for 

issuing visa 

according 

country which 

is announced 

by 

management 

of public 

relations 

-  Ticket and 

hotel 

reservation in 

the case of 

applicant 

request by the 

air agency in 

contracting 

with the 

exhibitions 

company 

performed. 

5 

Collecting and 

sending the 

samples of fair 

articles(notifying 

the mandates and 

the conditions of 

picking up fair 

articles to the 

participators’ 

and 

harmonization 

for picking up 

articles)  

Two 

months 

prior to fair 

Projects 

managers + 

through 

coordinating 

with 

management 

of executive 

affairs 

- Filled form of the fair 

articles invoices 

- Filled form of 

packing of fair 

articles 

- Certificates 

and required 

records 

according with 

articles type 

and the 

organizer 

country 

regulations 

6 

Submitting the 

final replacement 

maps by the 

project manager 

in foreign fairs to 

participators 

One month 

before fair ( 

according 

to the type 

of fair) 

Project 

managers 

- - final replacement 

map by the project 

manager for 

participators is sent 


