








Do not forget to participate in the forums and technical conferences to be kept up to date with the industry latest 
trends and news. Remember that you will find updated information about them at www.fituronline.com

Exhibitors’ areae.
If you wer e Exhibitor at Fitur 2012, we remind you that to access the Exhibitors Area, 
you need to enter the username and password that you used for the last edition. If you have 
forgotten your password, help is available from the Exhibitors Area.

If this is the first time you will be participating, once the proposed space has been 
accepted and you have been allocated a stand, we will send you a username and password 
to enable you to access the Exhibitors Area.

Make your own budget and book services through the online application. You will 
benefit from a 15% discount.
You can consult and modify your orders.

Booking services5

•   Services catalogue
•   Calculate budget
•   Pay with your credit card
    in secure environment

•   Homepage
•   My details
•   Modify password

Calculate on-line your own budget for participation -quickly, easily and comfortably. 

Budget2

•   Calculate budget

All the commercial and contractual documents related to your participation at the 
Trade Fair are just a click away: "On-line Account Statement and Invoices". 

Invoices and payments4

•   Account statement
•   Pay with your credit card
 in secure environment

Enter and update your contact details for the Trade Fair Catalogue, as well as the details 
of your co-exhibiting companies. Remember that this will enable the trade visitor to 
locate you at the Fair, offering essential details about your company, the products and 
services you are presenting at the event... thereby facilitating a business meeting.

Information for catalogue6

•   Access catalogue

Request your exhibitor and co-exhibitor badges.
Request your FITUR passport with the vouchers for discounts and benefits in transport, 
accommodation and travel insurance. 
Request visa invitations letters when needed.

Badges & invitations8

•   Exhibitor’s badges
•   Vouchers & FITUR Password
•   Visa Invitation Letters
•   Send invitations

Access the Trade Meeting Point.
Manage your appointments diary for the exhibition.
Publish your news in your catalogue file and at the press room.
Send invitations to your trade contacts.

My network7

•   Meeting point
•   Manage my appointments  
•   Publish my news diary
•   Send invitations

BudgetMy account My space Booking services Information for catalogueInvoices and payments My network Badges & invitations
1 2 3 4 5 6 7 8

Update your company´s contact information at IFEMA database.
Modify the access password. 

My account1

Draw up your request to participate at the Trade Fair and use this tool to view and 
download the detailed plan of your stand once it is awarded. 

•   Exhibitor application form
•   Stand plan

My space3
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•   Calls from Spain: 902 22 16 16
•   International Calls:
 (34) 91 722 30 00
•   Fax: (34) 91 722 57 87
•   fitur@ifema.es 

•   Space allocation.
•   General issues about participation in the Fair. 
•   Exhibitor badges
•   Trade visitor and public invitations purchase.

Exhibition Management
Managing Director: Ana Larrañaga
Commercial Manager International Area: Lourdes Sierra
Commercial Manager Spanish Area: David Solar
Commercial Manager B2B: Mercedes Ferrero
Coordinator: Mercedes Monasterio and Ana Mucientes
Secretariat: Mª Carmen Sánchez, Pilar de La Calle;
Macarena Ferrer, Ana Isabel Prieto

•   Tel.: (34) 91 722 58 23
•   Fax: (34) 91 722 57 93
•   prensa@ifema.es

•   Relations with the media.
•   Press information about fairs and shows 

organised by IFEMA.
•   Institutional press information.
•   Press badges for fairs and shows.

Communication and technical press office
Director: Raúl Díez
IFEMA Head of Press: Marta Cacho
FITUR Head of Press: Marina Tejerina
International Press: Elena Valera
Press Secretariat: Pilar Serrano

•   Calls from Spain: 902 22 16 16
•   International Calls:
 (34) 91 722 30 00
•   Fax: (34) 91 722 51 27
•   stecnica@ifema.es

•   Technical support for exhibitors and stand builders.
•   Stand assembly project approval.
•   Solutions to the technical problems during the Exhibition.

Technical Department
Exhibition services Department

•   Tel.: (34) 91 722 50 72
•   Fax: (34) 91 722 57 89
•   convenciones@ifema.es

•   Space rental for meetings and conventions in the 
exhibition centre, be it during the exhibitions or not.

•   Coordination of not-exhibition-related activities.
Convention centre

•   Tel.: (34) 91 722 50 82
•   Fax: (34) 91 722 58 01
•   infoifema@ifema.es

•   Institutional visits.
•   Guided visits.
•   Protocol for all events.
•   Institutional relations.

External Affairs 
(protocol)

•   Tel.: (34) 91 722 50 65
•   Fax: (34) 91 722 57 81
•   dsinternos@ifema.es

•   General security.
•   Accesses to the Exhibition Centre.
•   Parking.

Security and Internal Services

•   Tel.: (34) 91 722 54 00
•   Tel.: (34) 91 722 50 65

•   Security and medical emergencies.
•   Medical attention for exhibitors and visitors during  
     the exhibition, stand assembly and stand dismantling.

Medical service and security 
emergencies

•   Tel.: (34) 91 722 53 40 / 80
•   Fax: (34) 91 722 53 09
•   outdooradvertising@ifema.es

•   Booking outdoor advertising at the venue.Outdoor Advertising

•   telecomunicaciones@ifema.es

•   Information prior to ordering telephone and fax lines, 
ISDN lines, broadband connections by cable, wireless 
or other connections.

•   Technical advise and customized data networks 
configurations.

Telecommunications

•   Catalogue details.
•   Advertising on Catalogue, Fitur layout plan, Visitors 

Guide, Web.
•   Advertisement in sponsorable Areas.

Company in charge of the official 
catalogue

department ask me about… contact

Servifema
Invoicing and service booking

•   Service booking.

•   Service invoicing.
•   Payments.
•   Catalogue Orders.

•   Calls from Spain: 902 22 16 16
•   International Calls:                                
 (34) 91 722 30 00
•   servifema@ifema.es

•   Calls from Spain: 902 22 16 16
•   International Calls: (34) 91 722 30 00
•   Fax: (34) 91 722 51 27
•   stecnica@ifema.es

g. contact us

www.fituronline.com

MEMBER OF: IFEMA CALL CENTRE

IFEMA Feria de Madrid
 28042 Madrid
 Spain

FAX (34) 91 722 57 87

INTERNATIONAL CALLS (34) 91 722 30 00

fitur@ifema.es
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3New applicants may send in their Exhibitors Application Form. The Exhibition Management will deal with the applications in order of arrival, once 
the former exhibitors' applications have been met. The FITUR Exhibition Management On-line Exhibitor Application Form

exhibitors schedule

What to do

Complete the payment of 50% of the space allocated (for former exhibitors and new applicants who have booked space). Deadline: 1st September.

Book and pay in full by 20th September, get 5% discount on space rental / turnkey stand package.

Introduce or confirm your trade details for the Preliminary Exhibitors List published in the FITUR 2013 Visitors Guide which is sent to 
the entire FITUR 2012 Trade Visitors database, to the exhibitors at FITUR 2013 and to the pre-registered FITUR 2013 visitors.
Deadline: 15th October.

Begin to prepare your calendar of promotional activities related to your presence as exhibitor: events for the industry or the media, advertising… 
FITUR offers manifold possibilities of promotion: advertising in the catalogue and the visitor's guide, banners, outdoor advertising at the venue 
during the exhibition, sponsorships...

Share your news with the media, other exhibitors and the trade visitors publishing them free of charge at www.fituronline.com and the online 
bulletin FITURNEWS.

Prepare the design of your stand bearing in mind the objectives you have set yourself, including materials and brochures to be exhibited, 
necessary staff, services, catering, decor, .... IFEMA will inform you about the Service Catalogue (also available at www.fituronline.com)

Introduce in the catalogue application your trade details and those of your co-exhibiting companies, for the official Catalogue.
The Company in charge of the Catalogue will get in touch with you following the allocation of your space, to inform you on the procedures.
To sign up co-exhibitors so that they can receive an Exhibitors Area password. Deadline: 30th November.

Use the Trade Meeting Point application (www.fituronline.com) in order to send information regarding your products/services to all the trade 
visitors that have signed up in the same. You may request passwords for your co-exhibitors at the Exhibitors Area.

Arrange appointments with other exhibitors through the corresponding online catalogue files.

If you wish to prepare a day, press conference, product presentation, throughout the course of FITUR and you require the use of a room at the 
venue, you will need to make your reservation in advance.

Complete payment of 100% of the space you have booked. Deadline 1st December.

Request visa invitation letters. Deadline 15th December. After this date you may have problems.

Return custom-designed stand projects to the Exhibition Services Department. Deadline 20th December.

In December you will receive a box containing all the badges requested before 2nd November (please see section 2 of this guide). Please do not 
hesitate to contact the Exhibition Management if you detect any error.

Tell your current and potential customers where your stand is at the trade fair and what will be on show there: Advertising 
campaign, banners, mailing campaign, mailing of invitations...

Optimise your time preparing carefully your diary. In order to help you the tool “My Meetings” at the Exhibitors Area is at your disposal to fix 
meetings with trade visitors and other exhibitors who may have requested a meeting with you.   

If you need to order any additional services (hostesses, furniture, decoration), please do so as soon as possible. Orders placed 15 days before 
the exhibition assembly starts will suffer a 25% surcharge.

Stand assembly January 24 to 29 from 8.30 a.m. to 9.30 p.m. Hand- over of shell scheme stands contracted from Ifema 29 January at 8.30 a.m.
Entry of merchandise and decoration material 29 January from 8.30 a.m. to 9.30 p.m.

From 28 January to 1 February requested badges may be collected at the exhibitor registration counters located at the South Entrance of the 
exhibition grounds. New badges, both free or additional ones to be invoiced may also be requested at the same counters. 

Withdrawal of merchandise and decoration material 3 February from 8.30 p.m. to midnight.

Stand Dismantling will take place from Monday 4 February to Wednesday 6 February from  8.30 a.m. to 9.30 p.m.

Tool

Account Statement available at the Exhibitors Area accessible at www.fituronline.com

Access the Publish News tab in the My Network Menu at the Exhibitors Area

Budget and Booking Services at the Exhibitors Area (15% discount)

Catalogue Menu at the Exhibitors Area

Trade Meeting Point available at the Exhibitors Area within the My Network Menu

FITUR 2012 catalogue available at www.fituronline.com

You can look up the rooms available at the venue at www.fituronline.com 

Account statement and invoice available at www.fituronline.com

Badges and Invitations at Exhibitors Area Management

Exhibitors Area. My Network

My Meetings menu at the My Network tab at the Exhibitors Area

Who informs you

Servifema Department

Servifema Department

The company in charge of the FITUR 
2012 official catalogue and the 
FITUR Exhibition Management

Linea IFEMA

The company in charge of the FITUR 
2012 official catalogue and the FITUR 
Exhibition Management

Linea IFEMA

Linea IFEMA

Ask for a free estimate through the 
Conventions Centre.

Servifema Department

The FITUR Exhibition Management

Technical Secretariat 
(Exhibition Services Department)

The FITUR Exhibition Management

Linea IFEMA

Linea IFEMA

The FITUR Exhibition Management

3
Fitur 2012 exhibitors:
Priority booking period for the participation at the space allocation meeting.
Requirement: returning the Exhibitor application form and the reservation fee in the corresponding installments. 

You can fill out your application at the Exhibitors Area (My Space)The FITUR Exhibition Management

Now is the moment to begin planning the objectives you would like to achieve: Exploiting trade contacts (loyalty campaigns, capturing or 
recovering customers, new deals...). Brand positioning. Promoting the current portfolio, or presenting new features. Developing new distribution 
channels and expanding the market. Media coverage. Attending conferences and days. Bench-marketing.

If any of your staff or your co-exhibiting companies' staff requires a visa to attend the fair, once the badges are personalized, it is time to request 
the invitation letter. After 15th December you may have problems in obtaining a visa.

Badges and Invitations Menu at the Exhibitors AreaThe FITUR Exhibition Management 

Following the allocation of your space, with your exhibitor password you will have access to the 
Exhibitors Area, the online tool which will help you manage your catalogue details and 
register your co-exhibiting companies.

The standplan is available at My Space menu at the Exhibitors Area

Budget and Booking Services at the Exhibitors Area (15% discount 
for these bookings)Linea IFEMA

Press Department

FITUR 2013. Fair schedule: 30 January-1 February: Trade Visitors.
                         2-3 February: Trade Visitors and General Public.

Account Statement available at the Exhibitors Area accessible at www.fituronline.com

4

7

2

8

4

6

8

6

7

4
8

3

7

7

5

MAY
JUN

JUL AUG SEPT OCT NOV DEC JAN
FEB

15 OCT
Catalogue details for 
the visitors guide

Request Exhibitor and co-exhibitor Badges to be delivered by FITUR (See Point 2 of this Exhibitor's Guide). After this date the badges may 
either be sent at your own expense or be collected at the exhibition venue. 
Deadline: 2nd November.

Badges and Invitations Menu at the Exhibitors AreaThe FITUR Exhibition Management 

2 NOV
Badge request

15 DEC
Deadline to request 
visa invitation letters

1 DEC
Payment 100% space

20 DEC
Stand projects

Badge delivery

24-29 JAN
Stand  assembly
29 JAN Entry of merchandise
and hand-over of shell scheme stands

30 JAN-1 FEB FITUR Trade Visitors
2-3 FEB FITUR General public  
and trade visitors 

4-6 FEB
Stand dismantling

1 SEPT
Payment 50% space

MAY
Deadline to send application form 
for priority exhibitors 2012
Space allocation meeting.

20 SEPT
5% early bird discount.

3 FEB
Withdrawal of merchandise

28 JAN-1 FEB
Badges available at exhibitor 
registration counters (South Entrance)

30 NOV
Catalogue entry
Coexhibitor´s registration

The company in charge of the FITUR 
2012 official catalogue and the 
FITUR Exhibition Management
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f.       contact your present and    
    potential customers in advance
 
•  Inform your customers of your attendance at FITUR. Announce the PRODUCTS, SERVICES AND NEW FEATURES that you                
    will be presenting at the event in advance.

•  Send trade invitations to professionals so that they can visit the fair.

•  Organise your Appointments Diary in advance: 

  -  With trade visitors through the Trade Meeting-Point. Enter the Exhibitors’ Area on the FITUR website with your user name 
        and password and click on My Network.

  -  With other exhibitors. You can generate appointments through the Exhibitors' Catalogue.  Enter the Exhibitors' Area on 
        the FITUR website with your user name and password and click on My Network.

  -  Take part in the Workshops organised by the fair.

B2B workshops / meetings
In order to complement exhibitors' and co-exhibitors' participation at FITUR and boost their number of trade contacts, FITUR once again aims 
to set up a series of business meetings in which you will be able to take part at no extra cost.

What Are They? These meetings consist of a series of B2B (Business to Business) Sessions whose purpose is to promote trade alliances by 
bringing together all of the representatives taking part at the fair.

How Are They Organised? FITUR will organise a series of pre-arranged appointments based on the explicit interests of the participants.

Where Will They Take Place? In a specific area set up and especially adapted for the Workshops at FITUR 2013.

How Can I Take Part? By filling in the specific documentation that the organisers of FITUR will be sending you at the appropriate moment.

For further information, please do not hesitate to contact us by e-mail mferrero@ifema.es or by telephone, 34 91 722 51 65.

At the last edition of FITUR 2012 around 1,800 trade meetings were generated at the Investour Africa, Investour for the Americas and Hosted 
Buyers Workshops. 

Multiply your business opportunities 
at the B2B Meetings at FITUR 2013.
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