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Introduction
World Trade Week UK will take place this year from 8 to 12 June and will highlight the importance of global trade in creating jobs and growth in the current economic climate. This toolkit provides background information on World Trade Week UK and offers advice on how you could get involved. It also contains practical advice on how to run an event if you want to organise one but have not done so before. 
Whether you are looking to find out more about World Trade Week UK, or are hoping to hold an event/ seminar/conference which will address the topics that World Trade Week UK will cover, we hope you find this useful. 
If you require advice or further information on World Trade Week UK, please contact our press team (Nicola Green, Gemma Hutchison or Imogen Petit) at worldtradeweekuk@kindredagency.com or on: 
020 7612 8800.  
What is World Trade Week UK?
World Trade Week UK will take place from 8 to12 June, and will highlight the importance of global trade in creating jobs and growth. Through a series of events, reports and other activities, it will help showcase the success of the UK as a trading nation and the importance of global trade to reducing global poverty. 

In the current economic climate, it is particularly important that we maximise opportunities for global trade and promote the benefits of open markets to protect our shared economic future. The Week is a joint initiative from the Departments for International Development (DFID) and Business, Enterprise and Regulatory Reform (BERR).

What will be happening in World Trade Week UK?

Activities:

During World Trade Week UK there will be a range of activities and events every day, both across the UK and at UK embassies and consulates across the world. These will include:

· An international conference in London

· Events held by Government, business and stakeholders across the UK and the world

What is the purpose of World Trade Week UK? 

The UK Government is committed to rebuilding global prosperity and security by creating jobs and growth through open and fair markets. World Trade Week UK will seek to raise awareness of the benefits of trade and openness to UK economic prosperity in the long term, and the benefits of global trade as the most direct means to end global poverty. 

World Trade Week UK will also be a chance to raise the profile of the range of practical support available to UK businesses to make sure they continue to be vibrant global traders and investors in the future. 

It will equally seek to raise awareness of how the UK is investing in transforming the trading capacity of developing countries to ensure they share the benefits of trade. 
How can I get involved in World Trade Week UK? 
Why get involved? 

If your business or organisation would like to draw attention to the importance of trade to jobs, growth and our shared global economic future; celebrate the success of UK businesses which are vibrant global traders and investors; examine how promoting open markets can help developing countries share in the benefits of trade or help your community learn more about the rich history of trade in the UK, then we encourage you to be part of the first World Trade Week UK.

Ways of getting involved
· Provide your members/employees with information about the week

· Provide a link to the World Trade Week UK website on your own webpage

· Attend a World Trade Week UK event

· Run a World Trade Week UK event

· Lecture, workshop or seminar

· Networking breakfast for local business community

· Host a talk or discussion group about world trade

· Host a discussion thread on your website so people can discuss world trade

· Examples of events already planned include a one-day workshop helping companies to effectively manage working relationships with partners, an opportunity to meet visiting commercial officer from New Zealand and an opportunity to see how many UK companies are turning towards countries like Qatar whose economy continues to grow at a significant pace
· Become a supporter of World Trade Week UK (more details below)

What if I need more help?

If you require advice on how you can get involved, please contact our press team (Nicola Green, Gemma Hutchison or Imogen Petit) at worldtradeweekuk@kindredagency.com or on: 020 7612 8800.  

Possible events to hold during World Trade Week UK 
If you are thinking of holding an event during World Trade Week, you might like to look at the following suggestions of different types of events which would work:  

Business

Business etiquette breakfast
What is the best piece of advice you have been given when it comes to business etiquette? What do you wish you had known the first time you visited a new country? Use this networking breakfast to make contacts and share experiences of international trade. You could set up some challenges to guests to the best way to behave in certain countries.

Learning the language of trade

Host language workshops to teach your business community the key phrases from countries with which the UK does a huge amount of trade. Or countries that are specifically relevant for the businesses and industries in your region or sector.

Speed networking globally

Use World Trade Week UK to bring together local businesses to look for opportunities to work together to increase international trade in the local business community. Use video conferencing to network with colleagues/partners internationally.

International women

Bring together inspirational business women to speak on their experiences of international trade and how best to overcome gender issues internationally.

Trading masterclass
Invite successful local business people to provide a masterclass on breaking into international markets.
NGOs

Going green internationally

Hold seminars on how environmentally sustainable business will benefit business both at home and abroad whilst protecting the environment.

Aid or trade?

Host a debate on the advantages and disadvantages of trade vs. aid for the developing world.

Schools

Food Miles

In the UK we have access to a vast array of food from around the world - but do you really know how your favourite foods get to your table? Why not do a project to see how trade brings your favourite meal to your table? Which companies import food and where are your favourite foods grown around the world?

The Trade Debate

There are many views on trade, what its role in the economy is and should be, and what impact trade has on the developing world. Propose a debate with your debating club or with your class. Think about inviting local business people to help with your debate.

Suggested debate topics:

· Is trade the best way to help the developing world out of poverty?

· Should we be encouraging aid or trade?

· In the current economic situation should we be protectionist or continue to promote free trade?

Find your trade twin

What is your town or city famous for? Do you have a trading twin town – a town or city abroad that your region has a high volume of trade with? Find your trade twin and get your school to make contact with a school there. What can you learn about life in your trade twin location?
Fruit trading game

Get primary school children to learn about the basics of trading in a fluctuating market using this simple game. Children have to cut out and colour in shapes of fruit and sell to bankers as prices fluctuate. More information about this game can be gathered from World Trade Week UK.

Run an assembly

Talk to your school about the success of the importance of world trade and examine how promoting open markets can help developing countries share in the benefits of trade. You could also discuss the rich history of trade in the UK in general and your region in particular.

Know your history
Produce a report for your class or the whole school about the history of trade. What would you be lost without? Who was the first person to introduce it to the UK? What would you miss most if you moved to another country? Look at products that are moved in mass to a new country as a large sections of a population emigrate.
Why hold an event? 
Benefits of holding an event

Holding an event will give you the chance to voice your opinions regarding the state of world trade, and your plans to improve import and export within your sector (if applicable). Events provide a platform on which to share experiences, thoughts and plans 

Linking your event to World Trade Week UK

· If you do decide to run an event to tie in with World Trade Week UK, make sure you include the brand guidelines (*Kindred to imbed link to brand guidelines during the design process*)
Planning your event

There are no rules to running a successful World Trade Week UK event. The important thing is to raise awareness of global trade.  You may have run lots of events before and have good ideas about how to run your World Trade Week UK event.  However, if this is the first time you have held an event, or if you’re interested in how other people do it, we’ve put together some tips to help you get prepared.

Setting up

Make sure the event is well signposted outside and clearly visible to visitors on the day. 

To greet visitors, set up a reception/registration area close the entrance to welcome each guest and explain what is on offer to them during the day. A flyer detailing the day’s activities and times could also be handed out to guests as they arrive. 

Staffing your event

It’s a good idea to appoint one person as the event organiser.  Their task is to plan how your event will run, promote it using this toolkit and assign roles to other staff members.

Work out well in advance how many staff you are likely to need on the day to make sure you have enough people available on the day.  Think about having enough people to do the following:

· Meet and greet visitors

· Capture details from your visitors 

· Provide refreshments

· Look after any media visitors or photographers

Health and Safety

Keep health and safety requirements in mind when you are planning and running your event. Make sure any staff on the day are aware of health and safety information and know where things like the location of the fire exits. 
Promoting your event

It’s important to note that the media will only cover stories that are interesting to their audience, so we have put together some hints and tips to help you make the most of this opportunity to inform people in your area about World Trade Week UK event. Examples and templates for press releases can be found at the end of the toolkit. 
Linking your event to World Trade Week UK
Remember to also let World Trade Week UK know about your event at the earliest opportunity so that they can upload the details of your event onto the World Trade Week UK website. (Please provide text and your event logo). We would also encourage you to use the World Trade Week UK brand at your event in order to create maximum impact (detailed on P5). 
For details of how to organise this please contact the World Trade Week UK press team (Nicola Green, Gemma Hutchison or Imogen Petit) at worldtradeweekuk@kindredagency.com or on: 020 7612 8800. 
There should be three stages to promoting your event in the local media:

1. Letting people know your event is happening and encouraging them to attend

2. Inviting the media to your event

3. Telling people how the day went
1. Letting people know your event is happening

Before your event, you will need to find out who your local media are, get a list of contacts and send out a promotional press release to tell people that your event is taking place, encouraging them to come along.

Who are your key media?

The first thing you should do is identify who your local media are.  Local media includes newspapers, magazines, radio and TV that focus on your local area.  

Talking to the media

Call your local newspaper and ask for the news editor (you will find their details in the newspaper or by calling the World Trade Week UK PR team). Do the same with local radio and TV and build up a list of the best contacts.

Find out when all your contacts’ deadlines are and how far in advance they need information.  It is a good idea to put this information into a table so you can keep track of who you need to contact and when. 
For example:

	Media name
	Contact name
	Contact details
	Deadlines
	Notes

	Noborough Post
	John Smith
	Tel: 123456

Email: Jsmith@np.com
	Published on Monday – must send press release one week in advance
	John doesn’t work on Thursdays


2. Inviting the media to your event

You may wish to get the local media along to your event to take photographs and interview people. The best way of doing this is to send an invitation to the media and follow it up with a call to check they have received it and ask if they can attend. (See example of media invite below).
Handling the broadcast media

Local broadcasters may want to film (or record for radio) at your event. Send them your media invitation and, as with local newspapers, call to check that this has been received.  The best people to speak to are usually the planning desks. 

When calling local broadcasters to invite them to your event, they may want some additional information as they will need to make sure that the story will work well on TV or radio.  Think in terms of an entire ‘package’, not just the story itself. 

· Does your event lend itself to being filmed or recorded?

· Who do you want to offer for interview and what might they want to say?

· Does your event speak to a broad cross-section of varying industries?

Preparing for an interview

If a local broadcaster does want to interview you or someone at your event, think about what you want your spokesperson to say, and how they will say it. 

If it helps, use the following bullet points as a crib sheet, and call the World Trade Week UK PR team for help and advice should you need it.

· (insert name of your organisation) is hosting an event on Monday 8 June as part of World Trade Week UK. Activities include: (insert activities)

· World Trade Week UK is a chance for businesses of all shapes and sizes to discover the benefits of trading globally

Photography for the local press

The local press may wish to send a photographer to your event.  If not, it is a good idea to take your own photographs that you can send to the media after World Trade Week UK.

Hints and tips – taking the photos yourself

· Local newspapers do not favour pictures of big groups. They want their readers to see everyone in the image clearly, so pictures featuring more than 30 people will stand less of a chance of being published than a smaller group shot

· If you are taking pictures yourself, zoom in as much as you can on the subject matter and have as little background as possible

· Try and make your pictures look as natural and as possible. Try to avoid obviously posed shots

· Photos for local newspapers must be accompanied by captions giving the names of everyone in the picture, or they might be rejected

3. Telling people how the day went

After your event, you should send out a press release to the local media, describing what happened at your event.  This is your chance to share your success and get messages about the benefits of world trade to a wider audience than just those people who attended on the day.

Remember; try to keep your release as short and concise as possible.  One side of A4 is great, two sides of A4 is getting too long.

· The headline is the story in a sentence. “XXX hosts event” is a poor headline; “XXX centre hosts World Trade Week UK” is better

· The first paragraph should sum up the event 
· The second and third paragraphs should then expand on this to explain the story in further detail and set it in context, effectively addressing the five W’s: Who; What; Why; Where; When
· The press release usually ends with a quote, followed by the word “Ends,” to signify the end of the ‘for publication’ part of the release

· At the very bottom of the release you could add the World Trade Week UK boilerplate as well as any other additional information about your event
· Any background detail can be added as ‘notes to editors.’  
· The release should carry a date and contact details

Quotes

Journalists use quotes to validate and personalise their story. You should always include at least one quote in your release from someone senior, or a spokesperson for World Trade Week UK.

A good quote is emotive but it must also be realistic. This is where you can add extra flavour and a more personal element to your story.

Keep your quotes short. The journalist will only have space for one or two lines and will discard the rest, so ensure your quote makes your key point
Templates and examples
Example press release 
UK gears up for its first ever World Trade Week

World Trade Week, the first event of its kind in the UK, will take place this year from 8 to 12 June and will highlight the importance of global trade in creating jobs and growth in the current economic climate.  

World Trade Week UK is part of a Government drive to maintain open and fair markets and resist protectionism in the face of a global downturn and falling international trade flows.  

Through events in the UK and worldwide, starting with an international trade conference in London, which will be attended by business leaders and leaders in trade policy from across the world, the week will help showcase the success of the UK as a trading nation and the importance of global trade to international development. 

Major supporters such as UK Trade and Investment, the British Chambers of Commerce and Visit Britain are already signed up to World Trade Week UK and organisations of all sizes are being encouraged to get involved. 

Minister for Trade and Development Gareth Thomas called on business organisations and NGOs to show their support:

“A core part of the Government’s response to the current global economic crisis has been to strive to keep global markets open and ensure that trade – the lifeblood of the global economy – continues to flow. 
“World Trade Week UK 2009 will be a vital opportunity to champion global trade, as well as highlight the ways that trade creates growth and helps lift millions out of poverty. There are many ways in which you can be part of the Week and I’d encourage everyone out there to get involved.”

David Frost, Director General of the British Chambers of Commerce (BCC) said: 

“Standing firmly behind open trade is of vital importance to recovery. Governments around the world need to resist domestic political pressures for protective measures and defend the recent progress made in freeing up global trade. 

“The BCC will be working with the International Chamber Network to mobilise business to support free trade.”

Organisations can be part of World Trade Week UK by running an event or by promoting the week and its events to their members.

ENDS
For more information about the week or to find out how to get involved visit www.dfid.gov.uk/worldtradeweekuk 

or www.berr.gov.uk/worldtradeweekuk 

Template press release (fictitious company)

(Insert date)

  

Brighton Office Solutions launches event to support the first ever World Trade UK 
(First paragraph)
Brighton Office Solutions has announced the launch of an event taking place on the 10 June, which will tie in with the first ever World Trade Week UK. The event is open to industries, and will offer a platform on which to discuss the UK’s success as a trading nation, and the importance of reducing global poverty.
(Second paragraph)
World Trade Week UK is part of a Government drive to maintain open and fair markets and resist protectionism in the face of a global downturn and falling international trade flows.  

(Third paragraph)
This will be a fantastic opportunity for you to learn more about how you could grow your business by breaking into the global market, or start to trade with developing countries. There will be exclusive opportunities to hear speeches by experienced business men and women, who will present their learnings and advice, and will be available for discussions afterwards. 

(Fourth paragraph) 
John Smith, Mayor of Brighton and Hove said: 

“Brighton Office Solutions’ event in partnership with World Trade Week UK is the beginning of something very exciting for the local community, and the whole of the UK. In the current climate, it is particularly important that we maximise the importance of global trade and promote the benefits of open markets to protect our shared economic future.” 

(Fifth paragraph)
The event will take place at Brighton Town Hall on the 10 June from 8:30 – 4:40, and due to high interest, early bookings are advised. 
ENDS

For more information please contact Joe Bloggs at joe.bloggs@brightonofficesolutions.com
Or on 01234 2345678

Example case study
Anne Selby Ltd 

A Bath designer of unique luxury silk scarves is hoping to have trade to the US all wrapped up after joining a UK Trade & Investment (UKTI) scheme to help new exporters. 
Anne Selby is a designer and maker who works with silk and velvet using traditional techniques of both arashi shibori and devoré in new and unique ways.  Having already had success in the UK with her innovative products, she is starting to make waves overseas with both her silk products and a unique new pleating machine that she has patented and which is creating interest from overseas buyers. 
Anne first began looking at overseas markets when she joined UKTI’s Passport programme earlier this year. With the help of International Trade Advisers Norris Myers and Sue Tisdall she began to explore the potential for her scarves and wraps and a new strand of her business - the Compleat Pleating Machine, designed by Anne and manufactured locally, which improves the productivity, reliability and creative options associated with the production of Arashi Shibori accessories. 
Anne attended initial workshops in exporting and then attended a UKTI inward mission by buyers from the US, where she met the UKTI representative from the US team who was able to offer further advice on markets there. 
She recently used Passport funding to attend the International Shibori Symposium in Paris, where she was able to show a prototype of her specialist pleating machine. Anne was delighted with the interest shown in the machine by international buyers and she has already had a number of enquiries from potential customers. Anne has been invited to attend the Surface Design Association annual conference in Kansas next May to demonstrate the machine, which she designed after winning the 2007 Innovation Award from Bath Spa University, where Anne was studying a Masters degree in textile design. Anne also picked up a number of orders for her scarves from the US and sees the potential there as enormous.
 “Using the Passport funding to attend the Shibori Symposium proved to be exceptionally worthwhile and I am really optimistic of some positive outcomes,” said Anne. “It was no mean feat to transport a 4-foot long prototype machine in the back of an estate car from Bath to Paris, especially unloading it along the cobbled streets of the French capital. But it attracted a huge amount of interest and I have a number of potential buyers lined up”. 
“The USA is potentially a huge market for me and I think attending the event in Kansas in may well open up a lot of doors. I am also planning to follow up my contacts with the UKTI team from the US and will be meeting them when they come to the South West region next year.” 

Norris Myers, UKTI’s International Trade Adviser, said:
 “Companies need to visit the market to make effective relationships with clients that bring in successful sales. I'm glad we were able to support Anne Selby textiles on this occasion to visit a seminar in France that led to orders from the USA and look forward to hearing more of her success after she visits the States next year.” 

Template media invitation
(Insert date)

  

MEDIA INVITATION

World Trade Week UK – event at [insert venue]
Media are invited to attend a World Trade Week UK event at [insert venue], hosted by [insert event host], which aims to highlight the importance of global trade in creating jobs and growth in the current economic climate.  
Event details:

	Date
	INSERT DATE



	Time
	INSERT START AND FINISH TIMES



	Address


	INSERT FULL ADDRESS

	Media opportunities
	INSERT DETAILS OF PEOPLE THE MEDIA CAN PHOTOGRAPH AND/OR INTERVIEW AT YOUR EVENT


For more information, to confirm attendance or arrange interviews please contact [insert contact details]
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