1. Setup schedule
Step-by-step plan
1. The setup plan shows a day and possibly the start time for setup to begin for an individual stand
or group of stands. Machines and stand materials and equipment can be delivered on-site on
that day, from the time indicated.
2. At that particular time, the exhibitor will then be given priority for the full day or remaining part
of the day to unload material and equipment, compared with other exhibitors who may have had
to start earlier. On the following days, there will be access based on how busy it is on-site, with
possible waiting times for exhibitors.
3. If there is still material and equipment to be delivered after day one of setup, there is no
guarantee that the stand will be easy to access with large and heavy material/equipment.
This also depends on the type of vehicle coming to unload and the type of plant/equipment to be
placed on the stand is. The later in the setup schedule (and hence the closer to the opening of
the show) the more stands will have been fully erected. This means that the possibility of driving
up to the stand with a vehicle becomes smaller with each passing. We advise exhibitors and
suppliers to deliver as much material as possible at the time stated on the setup schedule. Stands
can then be erected and prepared for the show.
4. At the entrances to the showground (North or South entrances), drivers will be given a setup
pass filled in by MATEXPO staff. They will estimate the unloading time required, in conjunction
with the driver.
▪ The setup pass must be clearly displayed at all times inside the windscreen.
▪ Drivers will be given the setup pass on-site and it cannot be requested in advance.
5. Vehicles that have been unloaded must exit the showground immediately. There is free parking if
you have further setup work to be done.

North or South Entrance
Drivers must report to the entrance that is closest to their stand – see the setup plan. If in doubt,
drivers should report to the South entrance. If necessary, they will be redirected to the other
entrance.

South entrance
Satnav address: Kennedylaan 100, Kortrijk, Belgium
North entrance
Satnav address: Doorniksesteenweg 216, Kortrijk, Belgium
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Important points to remember at the showground
▪

▪
▪

▪

▪
▪
▪

Self-propelled machines or vehicles that are plant and equipment for the exhibition may be
driven to the stand without a setup pass. Drivers must state at the entrance that it is an
exhibition vehicle.
Machines on steel tracks must be driven on rubber road plates or mats.
If, due to circumstances, the unloading time stated on the setup pass cannot be adhered to,
contact the MATEXPO staff in the showground to review the situation and, if necessary, to
have a new setup pass issued.
If the unloading time stated on the setup pass has been exceeded on exiting the
showground, the pass will be withdrawn. A charge of € 125 per hour will be invoiced and
deducted from the security deposit paid in advance by each exhibitor. This also applies to
external suppliers delivering material and equipment on behalf of an exhibitor.
Anyone can come in and out of the showground at any time without an entry pass or setup
pass.
Private cars may unload as standard for a maximum of 15 minutes at the stand.
Any damage must be reported immediately to MATEXPO staff. For unreported damaged
discovered afterwards, a minimum administration fee of € 500 will be charged to the
exhibitor.

Important points to remember beforehand
▪
▪

▪

▪

Zones hatched in red on the setup plan are located on a crucial throughway and may only be
occupied from Monday 6th September.
This setup information is important for all suppliers coming to deliver material/equipment to
the stand. The exhibitor is responsible for ensuring that suppliers also comply with the setup
schedule. Only if exhibitors are working with one of our in-house suppliers (ordered through
the MATEXPO organisers) do they not have to take the schedule into account.
There must always be someone in authority on the stand at all times if an external supplier is
coming to unload at the stand or to deliver a package. The organisers will never sign off on
items on behalf of an exhibitor.
If an exhibitor is working with an external transport company, it is very important that both
the stand number and the company name are known to the carrier. Ideally, the exhibitor
should know the driver’s mobile phone number and the carrier should be able to reach the
person in charge of the stand on their mobile.

End of setup and setup hours
Material can be delivered constantly (day and night) until Monday afternoon 6th September. After
this time, the showground will be cleared for cleaning and the placing of the aisle carpet, so no more
vehicles will be allowed access. From Monday 6th September at 4.00 pm, no further vehicles
belonging to exhibitors and their suppliers will be allowed into the showground and so the
showground will only be accessible on foot. Everyone must leave the showground on Tuesday 7th
September at 12.00 noon.
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Parking
After unloading, vehicles may park free of charge during setup and teardown.
Small or lightweight items may be unloaded from the car park and carried in on foot or with a trolley
to the stand.
▪
▪
▪

Private vehicles: P4 at the showground
Vans: Park & Ride at 100 Kennedylaan, by the South entrance.
Heavy vehicles: Parking permit for Beneluxlaan (can be obtained at the entrance)

Exceptions or pre-setup requests
The organisers of MATEXPO may refuse access to vehicles that arrive to unload outside the
scheduled times and which would cause congestion for the continued progress of the show and
setup if allowed to enter.
If, due to circumstances, the proposed date and start time of the setup plan is not convenient for the
exhibitor or supplier, an exception may be requested by e-mail sent to info@matexpo.com before
31/05/2021.
If they request early setup (for which a charge is made) by e-mailing info@matexpo.com, exhibitors
may also begin setup earlier if this is achievable in the set schedule of the surrounding stands.
Checks
Access is controlled 24/7 at the entrance gates from the first day of setup. MATEXPO staff on-site will
check to ensure that the setup schedule and setup passes are being complied with. Careful checks
will also be conducted for damage and any rubbish left behind. Cameras will film all areas of the
showground and images will be monitored constantly. This surveillance is carried out to try and
prevent all forms of misconduct and abuse. In the past, surveillance has enabled us to detect theft
and to identify the perpetrators. Nevertheless, we advise you not to leave any valuable
material/equipment unattended, both during the show itself and during setup and teardown. The
organisers are not liable for any theft or damage.
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2. Teardown schedule
Principle
Like the setup schedule, the teardown schedule is also phased and, from this edition of the show
onwards, we will be using a holding parking area. This is so that extremely busy and hazardous
situations can be avoided at the entrances to the showground.

New! Holding parking area
All vehicles in excess of 3.5 tons should proceed directly to LAR Rekkem and not to Kortrijk Xpo.
Drivers will state which stand or group of stands they are coming for and what type of material,
equipment or machinery is to be loaded. As soon as there is space in the showground, the driver will
be given a teardown pass to report to the entrance of the showground. This is a drive of
approximately 15 minutes from the holding area. If drivers go directly to Kortrijk Xpo without a pass,
they will be requested to go to the LAR holding parking area.
Satnav address for holding parking area: Lar 50, 8930 Menen
Drivers will be given the satnav address and coordinated of the entrance to the showground on the
teardown pass when they depart for Kortrijk Xpo.
Vans and private vehicles should report to North or South entrance of Kortrijk Xpo.

Designated zones
The individual stand or group of stands is shown in colour on the teardown plan and exhibitors may
dismantle their stands as follows:
▪

▪

▪

▪

Red
The stand is located on a crucial throughway and teardown must begin on Sunday evening
12/09. The stand must be partially or completely removed by Monday morning 13/09.
Blue
On Monday 13/09, exhibitors may enter the showground to load material/equipment from
the starting time stated on the stand, depending on how busy it is.
Green
Exhibitors may only enter the showground with vehicles from Tuesday 14/09 to load up
material/equipment.
All exhibitors, suppliers and stand-builders, depending on how busy it is, will be allowed to
enter the showground on Sunday 12/09 after 7.00 pm to load up their stand materials. They
will also have continuous access from Sunday evening to go to their stand on foot. Vans must
park at P3 and private vehicles at P4.
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End of teardown
Tuesday evening 14/09 at 6.00 pm all indoor stands must be fully cleared away.
Thursday evening 16/09 at 6.00 pm all outdoor stands must be fully cleared away.
The leased space must be left totally empty and in its original condition:
▪
▪
▪
▪

Rubbish/waste must be taken away or placed in the Kortrijk Xpo rubbish sacks provided for
this purpose or in a container hired from the organisers.
Paint and tape residue must be removed by the exhibitor or by the stand builder.
Any material left behind will be taken to a storage area at the expense and risk of the
exhibitor.
Rubbish/waste left behind will be charged to the exhibitor at € 125 per m³.

Important points to remember
▪

The most efficient way of working during teardown is to dismantle the stand first and gather
all material/equipment together. Then, only when the teardown plan allows, to drive into
the showground to load up your material/equipment. Due to the very busy conditions during
teardown, we cannot guarantee that you will be able to load your material/equipment
immediately after your stand has been dismantled. You are recommended to carry any
valuable material/equipment to the parking area, either on foot or using a trolley.

If you are working with external transporters, it is very important that they know the stand number
and the company name, both when they are in the holding parking area and at the entrances to the
showground. The best thing to do is for the exhibitor to know the mobile phone number of the driver
and for the driver to know the mobile phone number of the person in charge of the stand.
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